














New 
Smith-Corona 200 
Office Electric 


A full-duty office typewriter that’s completely 
automatic, including the carriage return. 

The 200 is a compact electric (the world’s 
first and only). Its precision-crafted parts 
do a big job in a small space. That is why it 
costs just half the price of a big electric. 

The solidly-built Smith-Corona 200 is a 
workhorse... not a “part-time” electric. It is 
built to handle full-time, nine-to-five typing 
assignments. What’s more, it produces results 
that match the work of any other electric 
typewriter. Makes 12 clean carbons, too. 

Too good to be true? Just call your Smith- 
Corona representative for a demonstration 
today. You'll be pleasantly surprised. 


a ree 45 
f 0-1 
Send today for new booklet —50 CHECK POINTS 

to help improve office and personnel efficiency. 
Yours free from Smith-Corona, 410 Park Avenue, 

New York 22, N. Y. There's no obligation, of course. 
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with WORKWALL 
plastic-finished Marlite 


partitions that move 

and work...in 9 different 
co/or-coordinated 
finishes / 


It’s the latest, greatest achievement in 
movable partitions! Comes in 5 wood- 
grain finishes and 4 pastel colors of 
stain-resistant, easy-to-care-for plastic- 
finished Marlite that you mix ’n match 
to your heart’s content. 


Perfect for offices, industry, institu- 
tions, schools—wherever changing con- 
ditions require the flexibility of color- 
coordinated movable partitions. 


Write now for our free catalog... and 
see for yourself how high-style movable 


And Workwall is economical! Its one, 
exclusive patented system accommodates 


any elevation from 42-inches to 12-feet. | 


partitions can be individualized at a low, 
low price well within your budget! 


Coupon below brings catalog that tells all! 








Workwall lends itself to 
numerous interior 
applications you should 
ask your dealer about. 


Dealers in All Principal Cities. 


Fy WwORK w BS L Le 


MOVABLE PARTITIONS AND PANELING 
Division of L.A. DARLING COMPANY 
Bronson, Michigan 


WORKWALL DIVISION, Dept. 95 
L. A. Darling Company, Bronson, Michigan 


Please send Workwall! Catalog No. 500. 
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WITH THE BENDIX 
G-15 COMPUTER YOU CAN 


STARE 


THERE IS NO NEED TO DELAY that 
important decision to install a com- 
puter. At a low initial investment 


... without adding special personnel or facilities, you can start now 
to provide your firm with the money-saving speed and precision of 
proven electronic computation. ¢ And you can inaugurate your com- 
puter program with the foreknowledge that the G-15 can be easily 
expanded, easily adapted to your computational growth . . . without 
re-programming, without awkward modifications. You know from 
the beginning that your G-15 will be able to easily assimilate the full 
range of input-output devices—paper tape, punched cards and mag- 
netic tape, in addition to special code conversion, printing and 
graphic output units... all proven in a wide variety of applications. 
Simplified, minimum-cost application expansion is made possible by 
an extensive library of Bendix routines and automatic program- 
ming systems. ¢ Thus, with equal efficiency, the G-15 has served a 
one-man company and corporation of many thousands. More im- 
portant, that one-man company has grown to a team of 47—still 
economically served by an enlarged G-15 system. ¢ These facts point 
to the practical economy and ease of initiating your data processing 
program... moving from alow cost basic G-15 computer to a power- 
ful, integrated medium-scale system, capable of spanning the full 
range of scientific and commercial applications. They make clear 
that there is a G-15 system to match your data processing require- 
ments ... starting now. 


on imformation wr ’ 
Bendix Computer Division “Gendix” 
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1961 ANNUAL OFFICE MANAGEMENT FORUM 

Know Your Bearable Margin of Error Carl A. Bimson 
Motivation, Innovation and Supervision George H. Roderick 
Teach Management to Apply Equipment Keith DeLashmutt 
Cost Reduction for the Large and Small Office Harold B. Maynard 
The Expanding Scope of Business Budgeting Arthur D. Moor 
How to Cooperate With the Auditors Louis H. Pilie 
The Bank’s Guide to Automation Arthur C. Suhrbier 
Factors That Reduce Office Expense. . . R. J. Wagner 
Cost Control and the Public Accountant..................... J. Earl Wetmore 
The 60s’ Challenge to American Business George A. Hewitt 
Federal Financial Management Processes Raymend Einhorn 
The Evolution of Internal Auditing 

Growth Problems of Data Processing Lyman W. Montgomery 
A New Administrative Management .... Stevens L. Shea 
The Association of State Fiscal Officers C. H. Cavness 
Business and Industry Reproduction Services Albert Prioletta 
Earn Acceptance With Completed Staff Work Alan G. Negus 
A Reappraisal of Records Management William Benedon 
All Equipment Can Still Be Used R. B. Hodges 
New Dimensions for Railway Systems 

Life Insurance Offices Seek Standardization Merrill R. Tabor 
A Basic Approach to Convention Planning Lowell S. Rinehart 
EDP Allows Time for Marginal Accounts Ralph E. Brown 
Computers’ Impact on Management Science. . ......Murray A. Geisler 
Some Sound Advice From an Office Buyer Robert F. Ames 
Adopt Automation at the Right Time ..O. R. Winter 
Hospitals Need Much Automated Equipment Clarke D. Taylor 
Machines Are Made to Benefit People Lloyd M. Powell 
Don’t Put Business at Mercy of Technicians E. F. Lewis 
Forms Industry Keeps Pace With Automation Lester J. Johnsen 
The Role of Microfilm in the Modern Office Frederic Luther 
How You Benefit From Trade Associations C. C. Barfield 
Modern Office Work in Great Britain Harry Ward 
How to Choose the Automation Team D. W. Harris 
Modern Municipal Finance Problems 

Thin-Film Memory Computer 

Microfilm on Punched Cards 

Faster Bendix G-20 System .. 

Lower Priced Honeywell 400 

Transmitter-Receiver; Data Input Unit 

Facsimile Document Scanner and Printer 

Automatic Digit Verifier 
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GET THINGS DONE 
WITH GOOD SYSTEMS 


LEARN 


Work Measurement 


William Schulhof, Publisher 
William R. Schulhof, Editor 
Survey & Analysis James Gorman, Managing Editor 


Capeepaiice rananng te A OFFICES: 


Systems Concepts New York: Office Publications, inc., 232 Madison 

= 4s Ave., New York 16, N.Y. LExington 2-2245 
Procedures Writing iliinois & Wisconsin: Fred E. Zindier, 20 N. Wacker 
Techniques and Tricks of Drive, Chicago 6, Illinois. | ANdover 3-2668 
the Trade Ohio, Indiana, Michigan: Phelps Pratt, Orwell (Ash- 
, tabula County), Ohio. Orwell 265 
Systems Reports California: Douglas C. Lance, 562 Bellefontaine 


; " St., Pasadena, Calif. MUrray 2-1464 
How to Run as Systems Western Europe: Heino E. Braumueller Koppel 89 


Department Hamburg 1, Germany 24 74 17 


A new 50-week on-the-job course Direct inquiries om other areas to 
covers 17 basic areas in systems nan Tae een. 

work. Prepares you for promotion. * 

Helps you train assistants. Subscriptions: one year $5; two years $7 to U.S. 
. a A & Possessions. Foreign: one year $6, two years $8. 
This organized plan is a formal 50¢ a copy in the U.S., 75¢ a copy foreign. Back 
course, developed by The Founda- issues $1 each. When changing your mailing ad- 
tion for Administrative Research, dress, please give six weeks’ notice and provide 
conducted by professional systems both your old and new addresses, as well as your 
teachers. Fee $250 complete. title, company name and postal zone number. 


This course is marketed by the pub- * 

lishers of Systemation Letter a semi- THE OFFICE is published the first of every month by 
monthly bulletin on systems trends and Office Publications, Inc., 232 Madison Ave., New 
techniques. York 16, N. Y. LExington 2-2245. Cables: Wilhof, 
New York. Accepted as controlled circulation pub- 
lication at East Stroudsburg, Pa. Printed in U.S.A 
® Office Publications, Ine, Entire contents 
© Copyright 1961, Office Publications, Inc. All Rights 
Reserved. Founded 1935. 


WRITE FOR aaa 
Portfolio 2000-02 Also publishers of : 


La OFICINA (Spanish language annual) 
OFFICE EQUIPMENT EXPORTER (annual) 
The CANADIAN OFFICE (published monthly 


SYSTEMATION SEMINARS | °°" 
ROSS-MARTIN COMPANY 7) oo Business Publications, Inc. 
Box 800, Tulsa |, Oklahoma 
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The new XeroX 914 Office 
Copier does not require 
expensive sensitized 


paper, or intermediate 
film negative, or liquid 
chemicals. It copies di- 
rectly onto standard of- 
fice paper (plain or col- 
ored), your own letter- 
head, or card stock. Up 
to 6 copies per minute! 


There are no adjustments 
to make and no exposure 
settings with the XeroX 
914 Copier. Material 
waste—the biggest cost 
item in conventional 


MAKES COPIES ON 


copying—is eliminated. 
Each copy is an exact 
copy of the original— 
saves a stenographer’s 
time in proofreading as 
well as copying. 


Copies everything—never 
misses a color! A letter, 
invoice, statement, con- 
tract—anything written, 
typed, printed, stamped 
or drawn can be copied 
on the new XeroX 914 
... even pages in a thick 
bound book. Copies all 
colors, even reds and 
blues, with sharp black- 
on-white fidelity. 


ORDINARY PAPER! 


Easiest of all office copiers 
to operate for multiple 
copies or just one. Sim- 
ply push the “Print” but- 
ton and copies flow! Any- 
one can make perfect 
copies every time on the 
XeroX 914 Copier. 


About 1¢ per copy for sup- 
plies. If you now spend 
$50 to $100 per month 
for copying supplies you 
can’t afford to be without 
the new XeroX 914 Cop- 
ier. Supplies cost about 
1¢ per copy; the machine 
is available without capi- 
tal investment on a 


unique pay-as-you-use 
plan starting at $95 a 
month. 


For complete information 
about this remarkably 
fast and inexpensive 
method of copying, write 
HA.orw Xerox INc., 9X- 
216 Haloid St., Rochester 
3, New York. Branch of- 
fices in principal U. 8. 
and Canadian cities. 
Overseas: Rank-Xerox 
Ltd., London. 


HALOID 
XEROX 


Circle No. 205 











NEW XEROX: 914 


OFFICE COPIER 


= 
RS% Pe 


No F IRE hazart 


WITH CURTAINS AND DRAPERIES OF... 


NARANSPUN 


The inherent flameproof quality of Saranspun is but one of many charac- 
teristics that make it the perfect drapery fabric. Gentle as it is to the 
touch, Saranspun is equally tough and resistant to the hardest usage. 
It defies scuffing and crushing . . . keeps its luxurious beauty always. 
Saranspun is not affected by climate or changes in temperature and 
humidity. Easy-to-follow instructions are furnished for washing or dry- 
cleaning. It is the drapery fabric with every practical advantage for 
maintenance economy. See it at your local source of supply. 





Photo: John Hancock Building, San Francisco 


: fANCDEN SARANSPUN WOVEN BY: J. P. STEVENS & CO., INC. 
VARANSE UN SARAN FIBERS PRODUCED BY THE FILAMENT AND YARNS DIVISION OF 
ft THE NATIONAL PLASTIC PRODUCTS COMPANY 


ODENTON, MARYLAND 


TRADE mane 


80% SARAN® 20% VISCOSE RAYON shi cis: cal cine tear 
For More Information Circle No. 470 
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<)> €Cf. PRODUCT INDEX 


T his index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can he had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT 
= BOARDS 


ACCOUNTING MACHINES 
National 

ADDING MACHINES 
Electrosumma 

Multisumma 


ADDRESS LABELS 
Dupli-Snap 
ADDRESSING EQUIPMENT 
Cheshire 
Master 
Multistamp 
uik-Kards 
hermo-Fax 
Zip-O-Riter 


BILLING MACHINE 
Notamat 


BINDERS 

Accobind 

Faultless 

Royal Vernon 
BINDERY TRUCKS 
Super Speed 
BINDING, PLASTIC 
Plastico 

BLUEPRINT FILES 
Confidential 


BOOK RACK 
Rol-Rack 


BOOKS 

Forms Control 

How to Chart 
Paperwork Mianagement 
Reproduction Manual 


BRIEF CASES 


BUSINESS SHOWS 
Midwest 
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PRODUCT 


Divisumma 
Facit 


3 Friden 


Monroe . 
Tetractys 
Totalia 
Victor 


CAMERAS 
Goodkin 
Kenro 


° 
Huron Copysette 
Letterex 


Colonial 
Curtis-Young 
Electro-Write 


CARTS, TRUCKS 
Super Speed 
Wheelit 


CASH REGISTER PARTS 


Cashere 
CASH REGISTERS 


ee BLANKS 


CHAIR COVERS 
Coveteers 


CLOTHES RACKS 
Bevco 


PRODUCT 


COLLATORS 
Col-A-Tron 
Farrington 
Gather-All ... 
Maceymatic 


COMPUTERS, ELECTRONIC 
Bendix 


CONTROL BOARDS 
Acme Visible 
Boardmaster 
Maggie Magnetic 
Visual Magnetic . 


CONVEYORS 
Mercury 


COPYHOLDERS 
Cop-e-Eez 
Copy-Right 
Rite-Line 


COPYING MACHINE BASE 
Marconi 


COPYING MACHINES 
ADM Printess 

Ampto ... 

Castex 

Contouramatic 


54 Copease 


Copycat 
Copy-Craft 
Copyflex 
Ektalith 
ElectraMatic 
Goodkin 
Imperial 
Kenro 
Photostat 
Quick Silver 
Royfax 
Sharpshooter 
Speed-O-Print 
Thermo-Fax 
Triangle 





PRODUCT 
CORNER ROUNDERS 


COUNTERS, TABULATING 
Multipie-Tally 


CURRENCY COUNTERS 
De La R 


DATA PROCESSING, Automatic 
Bendix 

Brady ... 

Ever-Safe 

Fa&E. 


Flexotronic 
Formscard 
Cc 


Perfection 

Speedrack 

ane 
vP 


ae MACHINES 


DESK pene & TRAYS 
Build-Up ... cea a 
Evans 

Kleradesk .. 

Morris 


DESK TOPS 


Nevamar 


DESKS 

Bentson 

Jasper : 
Skyline ...... 


DICTATING aseneel 
Comptometer ... 
Norelco ... 

Rex Recorder 

Satellite 

StenOtape 

Telefunken 

Time-Master 

Traveler 


DRAFTING EQUIPMENT, 

SUPPLIES 
eee 
Snopake 


DRAPERY FABRICS 
Saranspun ae 


ee Serres 


Colitho 
Colonial . 
Curtis-Young 
Greif ... 
Sta-Clean . 
Sure-Rite ... 


Chiefs OFFSET 
.Inner Back Cover 


148, 149 
> RR 


Multilith 
Tandemer 


DUPLICATORS, SPIRIT 
Conqueror ... 
Copy-rite ... 
Duplicenter 

Sada Sprint 


PRODUCT 


DUPLICATORS, STENCIL 


Bohn Rex-Rotary .. 
Gestetner 


EASELS 
Arlington 


ERASERS 


2 EraserStik 


Rush es 
ERASERS, ELECTRIC 


FACSIMILE MACHINES 
Gestefax ... 


FILES 
Acme Visible 


23 Atlas 
3 Convoy 
50 Diebold 


Glider 
Kraft 
LeFebure 
Map .. 
Mim-E-O 
Nylo-Glide 
Pronto 
Rol-Dex 
Spacefinder 
Staxonsteel 
Verti-File 
Wassell 
Y&e 


FILING SUPPLIES 
Acco ... 
Pee 

Barkley 


Dymo 
File-A-Sist 
Ho!l-Dex 

OP! Easy View 
Pendaflex 
Smead 

Yates 

Y&E 


FLOOR MATS 
Foot Comfort 
Kieermat 
Maso 


FLOOR MATS, HEATED 
Electro-Mat 


FOLDING MACHINES 
Fold-O-Matic 
Pitney-Bowes 


FORMS 
Formscard 
6c 


GrayLine 
International . 
Moore 

Readysets . 
Rogersnap , 
Stevenson & Smith .. 
Transkrit 


FORMS HOLDERS 
Saunders 


INSERTING MACHINES 
Phillipsburg 


PAGE 


30 OFFSET E 


PRODUCT 


LABEL HOLDERS 

Hol-Dex 

OPI iow View ; 
LABELING MAES 
Cheshire 

Dymo 

LADDERS 

Cotterman ; : 
LAMINATING MACHINES 
Thermo-Fax 164, 165, 166, 
Thermofilmer _ 
LAYOUT SCALE MODELS 
Master-Planner ¢ 
Planoramics Sea 
LETTERHEAD nance 2 
Dewberry 

LUGGAGE 

Stebco ... 

MACHINE CARTS 

Wheelit ...... P 
MACHINE PANEL | RACKS 
Speedrack i 

MACHINE STANDS 

Tiffany 


+ almamaa WIRING PAS 
vec 


MACHINES, REBUILT 
International 


MAIL BAGS 
Security 


MAILING SCALES 
Pitney-Bowes 


MARGINAL PUNCHED —,, 
Keysort .. 
Stevenson & Smith ..... 


MICROFILM Spero 
Documat ... 

Photostat 

Thermo-Fax 


MOISTENERS 
Ideal ... 
No-Over-Flo 


NAMEPLATES 
Dymo 


NUMBERING AS 
American 

Columbia . 

ENM ..... 

Roberts ... 


338 


UIPMENT, SUPPLIES 
uplicators, Offset) ons 


(Also see 


Autostacker ... 
Colitho 

Danofix ? 
Duplimat ... 
Ektalith 
Gevaert ... 
Goodkin 


Tue Orrice—January, 1961 





It’s time for 
management 
to take 

a new look 
at microfilm 


Today, microfilm is an active partner to telephones 
and typewriters in modern offices and plants—and 
is just as busy. 

Wonderful things happen when your active files 
are on microfilm. File space shrinks. Records and 
documents are standardized. Filing is faster. Refer- 
ence is easier. Efficiency goes up. Overhead goes down. 

The only thing you need to make any microfilm 
file active—usable daily in your business—is a 
THERMO-FAX ‘“Filmac” Reader-Printer. You 
read the film clearly on the big screen. When you 
want a print, you just touch a button and in seconds 
you'll have an enlarged working copy. 

There are many “Filmac” Reader-Printers ac- 
tively at work today in a variety of business—sav- 
ing time, money, and improving efficiency. We 
invite you to take a new look at microfilm now. 
Mail the coupon for a free copy of ‘“‘Let’s Take a 
Positive Look at Microfilm” ... a twelve page 
booklet about microfilm at work. 


appt: | 


Minnesota Mining and Manufacturing Co. 


Miianesora Th F Dept. FBC-11, St. Paul 6, Minnesota 
& ~rumac: Please rush me a free copy of ‘‘Let’s Take a 
Minis Aus — Positive Look at Microfilm.” 


Maanvracrurine COMPANY 
oss WHERE RESEARCH 16 THE KEY TO TOMORROW 
2. Poul 6, Minn. 


THE TCRM ‘‘THERMO-FAX’’ IS A REGISTERED 
TRADEMARK OF 3M COMPANY 


Name 
Title 
Company 
Address 
City 
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PRODUCT 


PRODUCT 


PENCILS 
Koh-I!-Ball 


6 Noblot 


Lith-O-Rite 
Mim-E-O 
Photostat 
Quick Silver 
Rapid Printer 


Pencipen 


9 Ticonderoga 


PENS, BALLPOINT 


” Handi-Pen 


28 Koh-!-Bal] 


Sharpshooter 
Snopake 
Thermo-Fax 


PAPER CUTTER, MANUAL 


PAPER CUTTERS 
C&P 


PAPER DRILLS 

Challenge 

PAPER FASTENER 

Paper Welder 

PAPER HANDLING COMPOUND 
Sortkwik 312 
PAPER JOGGERS 

Lectrojog 

Syntron 

PAPER SHREDDERS 

Auto-Shred 

Destroyit 

Shredmaster 


PAPER TAPE 

Perfection 

PAPERS, CARBONIZING 
Schweitzer 

PAPERS, COPYING 
Calocon 


Curtis-Young 
aust 


PAPERS, DUPLICATING 
Executive 

Howard-Made 

Mackinac 

PAPERS, LETTERHEAD 
Executive 

Parsons Bonds 

Plover Bond 

Mackinac Bond 


PAPERS, ONIONSKIN 
Esleeck 


PAPERS, TRANSLUCENT 
Patapar 


PARTITIONS 
Workwall 


4 nee SHARPENERS 


PENCIL SHARPENERS, mie 
Electro Pointer 
Morrisharp 


10 


Morristar 


3 Noblot 


Penci-Pen 


PHOTOCOPIERS 
(See Copying Machines) 


PLASTIC, EXTRUDED 


POSTING EQUIPMENT 
Narco 

P.E.C. Matic 

Presto 


PUBLICATIONS 
La Oficina 
Systemation 


— CARD neemendenaa 
shoes STORAGE BOXES 


RIBBON ATTACHMENT 
DOMES ni wicdaens cieaecs F 


RIBBON FABRICS 


323 


RIBBONS, INKED 
Codo 


Curtis- Young . 
Flagship 
Guyenne 
Super Kemlon 


RUBBER BANDS 
S RUBBER 


"4 SEMINARS 


Midwest 


SORTERS 
Sort-All_ 


SOUND CONTROL 
Acoustinet 


STAMP AFFIXER 
Mailers 


STAMP PADS 
Stampad 


STAPLERS 
Arrow a 


STAPLERS, ELECTRIC 
Staplex 


PRODUCT 
STORAGE CABINETS 


300 Akro-Mils 


Borroughs 


54 File-Top 


STUDY COURSES 
Business Electronics 
Systemation 


TAPES, PAPER 
Perfection 
TAPEWRITERS 
Flexotronic 


ee HOLDERS 
Morris 
Tele-Rest 


TELEPHONE NOISE anes 
Hush-A-Phone 


TELETY PEWRITERS 
Teletype 
TEMPORARY HELP 
Manpower 

TIME COMPUTERS 
Calculagraph 


TIME RECORDERS 


TYPE CLEANER 


5 Clar-O-Type 


TYPE COMPOSING ae 
VariTyper 


TYPEWRITER JUSTIFIER 
Marginator 


TYPEWRITER PARTS, TOOLS 
i 33 


TYPEWRITER TYPE, SPECIAL . 
26 


TYPEWRITERS, ELECTRIC 


Smith-Corona ...lnner Front Cover 
TYPEWRITERS, PORTABLE 


TYPEWRITERS, STANDARD 
Olympia 
Touchmaster 


TYING MACHINES 
Bunn 

Saxmayer 
UPHOLSTERY 


VISUAL AIDS 
Arlington 


WASTEBASKETS 
Rubbermaid 
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Cbleeck 


aS | THIN. PAPERS fe 
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FREE LITERATURE: 


Write for Model 28 
““Complete Product Line’ 
brochure to Teletype 
Corporation, Dept. 37A, 
5555 Touhy Ave., 
Skokie, Illinois 


Typing Tape Punch Tape Reader Send-Receive Page Printer Automatic Send-Receive Set 


For More Information Circle No. 398 
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Continuous operation— 


a Teletype equipment tradition 


All Teletype equipment .. . like the tape punches being final- 
tested above... are subjected to a rigorous quality-control program 
to insure that the units will give continuous, day-in, day-out per- 
formance in your service. Such performance is a Teletype tradi- 
tion, established during more than fifty years of manufacturing 
data communications equipment. 


To maintain this performance tradition requires much more 
than testing, however rigorous. It begins with the very design of 
the units themselves—the product of extensive research and de- 
velopment facilities, backed by cumulative experience. And it in- 
volves precision manufacture—employing the latest technological 
advances, from highly specialized machine tools and automated 
processes to electronic measuring and sensing devices. 


When you select Teletype equipment to speed your communi- 
cations and cut your paperwork costs, you can be sure of built-in 
quality. Teletype Corporation manufactures this equipment for the 
Bell System and others who require the utmost reliability from 
their data communications systems. 


TELETYPE 


r ION 


sussioiary or Western Electric Company inc 
For More Information Circle No. 398 
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photos 
courtesy Minnesota Mining & Mfg. Co. 


NCREASED OFFICE AUTOMA- 
TION ‘during 1961 is indicated by 
a survey of 5187 commercial and 
government offices by THE OFFICE. 
Employing some 1,140,000 of the na- 
tion’s 9,500,000 clerical office workers, 
executives of these organizations rep- 
resent a true cross-section of manage- 
ment thinking throughout the country. 

A large percentage of these execu- 
tives see the demand for automated 
equipment running far ahead of last 
year. They also believe that the need 
for conventional business equipment 
will continue to increase. Over 82% of 
large and medium size offices plan either 
to increase this type of equipment or 
buy at the same level. 

Among the larger business offices and 
government agencies, 44% have already 
gone over to some form of automation, 
with two out of three planning to ex- 
pand these facilities during the next 12 
months. Nearly five times the number 
of firms are making pilot studies of 
paperwork automation as was the case 
the same time three years ago. Nine 
out of ten users of automation equip- 
ment seem satisfied. 


14 


5 


4 (| 
uae BP 
a 


/; 


As many as 87% say the equipment 
manufacturers are on the “right track” 
toward developing the kind of hardware 
their companies need. But nearly one- 
third of these feel that there are still 
untouched areas where new develop- 
ments and improvements can be made. 

The thinking of management of 
companies that can afford the currently 
available equipment appears to be this: 
automation or further expansion of 
installed facilities is mecessary, but 
caution is the prerequisite to selecting 
specific systems and equipment. 

The scramble to automate so 
common a few years back has definitely 
given way to a more selective approach. 
More coordination of systems analysis 
with long-range planning is evident. 
Salient factors appear to be: economy, 
efficiency, flexibility, easy adaptability. 

Satisfaction with electronic and data 
processing equipment now in operation 
is fairly general and seems propitious 
for the future. Especially encouraging 
is the number of companies that have 
begun to automate or plan to do so in 
the coming year. As costs are brought 
into line, and as improved optical scan- 
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MANAGEMENT 
FORUM 


ning equipment is developed, it seems 
certain that the pace toward automation 
will accelerate. 

With the smaller offices the picture 
is somewhat different. Many are not 
satisfied with equipment now available. 
This is primarily due to the cost—be- 
yond the means of a high proportion of 
the smaller organizations. 

“There is tremendous need . . . for 
equipment suitable to the budget of the 
smaller office,’ writes one executive. 
“Produce small computers which small 
business can afford,” advises another. 
“The real need is for smaller equipment 
.. . than the large units now on the 
market,” admonishes a third. Others 
write that the manufacturers concen- 
trate too much on the needs of the 
larger concerns, come up with prices 
way out of line as far as small business 
is concerned. “The manufacturers 
should spend more time developing 
better automation for -the small office 
with less than 100 employees,” is how 
one executive of small business sums 
up the situation. 

Many of these smaller offices have 
turned to service bureaus. Others have 
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made arrangements with larger con- 
cerns to use their automation facilities 
on a contract basis. “This is the only 
way [a small] company can have the 
computer systems it must utilize to 
meet competition and stay in business,” 
declares one top executive. 

Hospitals in particular stress the need 
to cut paperwork costs; yet they say 
they cannot find the systems and equip- 
ment they need to do the job at a price 
they can afford. As one administrator 
sees it, “Manufacturers have not been 
too helpful in trying to satisfy our par- 
ticular needs. Our basic and over- 
whelming need is for inexpensive means 
of ‘print-out’.” Another believes, “The 
small hospital is forgotten. The only 
way we can afford automation is 
through cooperation with other hos- 
pitals.” 

The lag in suitable and economically 
priced input equipment is another 
factor that stops many organizations 
from automating. “Manufacturers are 
straining in the race for faster out- 
put gadgetry while antiquated meth- 
ods of capturing data at the source 
make input preparation a_ bottleneck 
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. . .” “Very unhappy and frustrated 
about the kinds of equipment available 
for picking up source information. . .” 
“Faster, more reliable and cheaper 
input-ouput devices are needed.” These 
are just a few of the many opinions our 
readers express about the dearth of ade- 
quate, low-priced input. 

So although managements of the 
larger organizations generally laud the 
manufacturers’ efforts in meeting their 
automation needs, complaints from the 
smaller concerns are numerous. This is 


particularly so in the case of small 
factory offices, distributors, hospitals, 
small banks, and the smaller govern- 
ment offices. The need seems to be for 
equipment representatives and technical 
people to spend more time determining 
the automation problems of the smaller 
office and to come up with practical 
solutions. 

The comments of readers which 
follow present a cross-section of actual 
experience of companies with auto- 
matic equipment. 





Likes Small Computer 


Our turnpike toll audit, traffic and 
revenue statistics and payroll procedures 
were originally devised for automation. 
Since opening to traffic in 1958, these 
procedures have been handled on an 
Underwood electronic desk-size com- 
puter. The procedures have proved to be 
very satisfactory. We plan no future 
expansion in 1961 other than growth 
from normal increase in traffic. 

The manufacturer of our present equip- 
ment was on the right track as far as our 
needs were concerned. It is a very versa- 
tile machine and, for our particular needs, 
no other one piece of equipment being 
built today can match it in results. Our 
purchases of conventional office equip- 
ment last year were very little, due to 
most equipment being only 2’ years old 
and program of replacement not yet in 
effect. Increased business did not require 
additional equipment as 2% years ago 
normal growth was anticipated and 
planned for—W. L. DANIEL, Controller, 
Richmond-Petersburg Turnpike Authority, 
Richmond, Va. 


Adding Machine Tape Punch 


We operate a service center to process 
punched paper tape (usually produced by 
a client as a by-product of some account- 
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ing function performed in his office) in a 
Royal Precision LPG-30 computer. In- 
cluded in our plans for 1961 is a computer 
program to produce records for clients 
whose books we keep in our office. We 
plan to use a standard chart of accounts 
for these jobs and punch paper tape in our 
office on an adding machine tape punch 
using as source data coded check stubs, 
sales invoices, etc., secured from clients. 

There is some reluctance concerning 
this program on the part of our computer 
department on the grounds it is not the 
best revenue producing use for the com- 
puter, but we are going to try it on the 
theory that benefits to be gained by both 
clients and ourselves relieving our small 
business department of time consuming 
job of detail posting of records, will more 
than compensate for this objection —W. 
W. ARNER, CPA, Management Services 
Dept., Ring, Mahony & Arner, Miami, 
Fla. 


Needed Machines Too Costly 


We definitely expect to expand the use 
of both regular punched card equipment 
and computers during 1961. Most of our 
larger volume jobs are now on punched 
cards. Many of these will be converted to 
IBM 1401 systems during 1961 and 1962. 
We expect to pick up many smaller jobs 
on punched cards that previously were 
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The Progress of Office Automation 














Results of the annual January surveys 
conducted by THE OFFICE reveal the 
rapid progress that office automation has 
made among large and medium sized 
offices during the past four years. 


Already automated to some degree. 


About to automate (during current year). 


Studying possibilities of automation. 





questionable as to their profitability. We 
expect our greatest contributions to com- 
pany profits to come from the use of 
computers to help make business deci- 
sions. We expect very little in clerical 
savings, if any, through the use of com- 
puters on regular accounting jobs. 

We have had a 650 Ramac system for 
almost two years and are doing no 
accounting work on it. Its value is in two 
areas: as an integral part of running cer- 
tain portions of our business which some 
people refer to as “real” time; using 
mathematical, or operations research, 
techniques. In some cases a few hours 
computer time will pay for a year’s rent. 
We expect to expand in this area as 
rapidly as possible because it is the most 
profitable. 

Manufacturers, we feel, do a good job 
of providing the components we need. We 
feel, from a long-range point of view, too 
much emphasis is given magnetic tape. 
Magnetic tape units are designed for a 
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batch process. More can be accomplished 
with random entry into the computer, as 
things occur, using the present paper tape 
concept. We are unhappy about the kinds 
of equipment available for picking up 
source information. We have asked major 
manufacturers for the equipment we need 
at a price we can afford. So far we don’t 
have it although most men we have talked 
to felt it was feasible. Basically we need 
the functions of a card reader, printer, 
simple multiplication unit and tape punch. 
Several manufacturers have these func- 
tions in machines but they are too costly 
and too slow.—B. E. STEELE, Manager, 
Methods & Procedures Dept., Armour 
& Co., Chicago. 


Input Peaks and Valleys 


We automated our shipping-order-writ- 
ing, back-order writing and invoicing last 
year. We are not completely satisfied but 
we feel that the problem is due primarily 
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1. Have you automated some of your office procedures? 


— YES-44% 


to exceptions that are a part of our busi- 
ness. We expect to improve our systems 
and procedures in 1961, not expand. 

I believe manufacturers generally are 
making good progress. They are interested 
in our needs as shown by seminars they 
conduct for the garment industry. The 
biggest hurdle is the problem of peaks and 
valleys in source data. Data processing 
equipment functions most efficiently on a 
steady diet of incoming data. As input 
fluctuates violently from less than a nor- 
mal day’s work to many times that, it is 
difficult to produce reports on a current 
basis. The random access concept has not 
been a complete solution to this problem. 

Our use of conventional office equip- 
ment has not materially changed. On each 
purchase, we try to estimate how such 
equipment will tie in with our future 
plans. In some areas purchases of con- 
ventional office equipment have been de- 
ferred pending developments in our data 
processing system. For example, we are 
currently posting accounts receivable on 
conventional bookkeeping machines. We 
would consider the purchase of new book- 
keeping machines, except that accounts 
receivable is one of the next logical appli- 
cations for our punched card equipment. 
— R. A. BURKHOLDER, Pendleton 
Woolen Mills, Portland, Ore. 


2. Do you plan further ex- 
pansion in your automated 
procedures this year? 

Asked of those who answered “YES” to Question 1.) 


N0-56% 


Plan Eventual Automation 


Our plant has concluded computer 
sasibility and applications studies that 
began in 1958. The formal proposal is 
almost complete. During our exhaustive 
computer survey we converted some pro- 
cedures to conventional punched card 
methods. In certain cases this is intended 
as an interim step to facilitate eventual 
automation. 

Digital computer configurations on the 
market today appear to have capacities to 
serve data processing demands of almost 
any scope. Sales engineering efforts of 
computer manufacturers, in my opinion, 
sometime in the future will be forced into 
an area beyond systems design and pro- 
graming assistance. Antiquated methods 
of capturing data at the source make 
input preparation a bottleneck. We are 
going to need Flexowriters, transceivers 
and closed circuit television to reduce the 
sunk cost of financing “paper float.” 
Manufacturers have a glamour product in 
a seller’s market, but competition will 
eventually force them to recognize this 
problem among users. Why the race 
for faster output gadgetry? Shouldn’t 
computers perform the mass of routine 
transactions internally, and print out only 
summarized data for management analy- 


3. Do you plan to automate 
some office procedures in the 
immediate future? 


(Asked of those who answered ‘‘NO’’ to Question 1.) 





_YES-64% N0367% 





N0-564% 








* Yes, during 1961. ft Yes, by 1962. 
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4. Are the manufacturers of data processing equipment on 
the “right track” as far as your needs are concerned? 


YES-61% 


sis, Or exceptions to programed processes 
which necessitate human intervention?— 
J. C. DELONY, Deputy Controller, At- 
lanta General Depot, U.S. Army, Forest 
Park, Ga. 


Larger Memory Capacity 


We have automated some of our office 
procedures and are satisfied. We do plan 
further expansion and mechanization in 
this area in 1961. In our opinion, manu- 
facturers of data processing equipment are 
on the right track as fer as our needs are 
concerned. Our use and purchase of con- 
ventional office equipment, as compared 
with previous years, shows a trend toward 
larger memory capacity equipment with 
greater input and output processing speed 
which will permit further mechanization 
and consolidation—W. R. JEREB, Office 
Supervisor, American Steel & Wire Div., 
United States Steel Corp., Waukegan, III. 


Automation of Source Data 


We have automated some of our office 
procedures and, for the most part, we are 
well satisfied with results obtained in this 
field. We have automated in broad fields 
such as management controls, also in pro- 
duction control, material control and 
scheduling. We know we have only started 
and, in some cases, made little progress to 
date. We do plan further expansion in 
these same areas during the years to come 





YES With Reser= 
vations 


26% 





for it looks now as if there is no end 
to automation. Manufacturers of data 
processing equipment are on the right 
track so far as our needs are concerned. 
Of course, our prime need now is for 
source data automation, equipment for 
which is becoming available to a limited 
degree, with prospects for improvement 
and expansion shortly. Our purchases of 
conventional office equipment and our 
systems will be toward more automation 
than has been the case in previous years. 
—COMDR. ALAN HAMERSLEY, Sup- 
ply Corps, U. S. Naval Air Station, Pensa- 
cola, Fla. 


Data Communication Systems 


We have automated some office pro- 
cedures and are satisfied. Further expan- 
sion is planned for 1961. It is apparent 
that data processing equipment manufac- 
turers are on the right track as far as our 
immediate needs are concerned, in that 
equipment is scaled more to the inter- 
mediate sized organization. But the area in 
which their effort seems to be lacking is 
lower cost data communication systems. 
We anticipate a substantial increase in 
conventional office equipment and sys- 
tems compared to previous years. This 
increase will be in direct proportion to our 
own increase in business. — E. R. 
WATERS, Manager, Systems & Pro- 
cedures, Nortronics Div., Northrop Corp., 
Norwood, Mass. 


5. How will your use and purchases of conventional office 
equipment and systems in 1961 compare with previous years? 





MORE-26.4) 


~ SAME-56% 
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Tab Card Is Horse-and-Buggy 


We are extremely pleased with all areas 
of automation to date. Lukens’ policy on 
automation anticipates satisfaction as all 
automated procedures must be justified 
with various management functions prior 
to equipment lease or purchase and 
installation. Equipment manufacturers are 
on the right track in new ideas and inter- 
nal speeds of equipment but much more 
could be done to enhance input and output 
speeds. The punch card as the prime input 
document to computers and/or for cap- 
turing data is “horse-and-buggy.” Maybe 
new advances in optical scanning will 
modernize this undesirable feaiure. 

The use and purchase of conventional 
office equipment and systems will defi- 
nitely increase at Lukens Steel Co. as 
compared with previous years. My state- 
ment is predicated on known facts today 
and on Lukens’ unwritten policy of con- 
stantly striving to do better tomorrow 
what we are already best at today.— 
JOHN M. HERZING, Supervisor, Systems 
& Procedures, Lukens Steel Co., Coates- 
ville, Pa. 


Here Is What’s Lacking 


To the exteni we have automated office 
procedures we are well satisfied, and we 
will continue our efforts in this direction. 

Data processing equipment manufac- 
turers are apparently all exploiting the 
larger users and overlooking the smaller 
offices. However, they are providing for 
our own needs reasonably well. What is 
lacking is low-cost communication be- 
tween plant locations over 300 miles 
apart. Telephone lines are expensive. More 
microwave relay systems are indicated. 
When, at low cost, magnetic tape can be 
automatically produced from punched 
card source material, and when magnetic 
tape can be transmitted at low rates over 
microwave systems at high speeds, and 
when the sender can dial into the system 
so that his tape automatically is trans- 
mitted as soon as other prior messages 
have cleared, and when identical magnetic 
tape is automatically produced at low 
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cost at the receiving end, then smaller 
offices like ours can support larger more 
automatic central installations. Conven- 
tional office equipment systems still have 
a good future. There isn’t any sense to 
buying a truck when a wheelbarrow will 
carry the load. There are still many tasks 
to be done which should not be put on a 
high-priced piece of electronic equipment. 
—R. W. VOGEL, Assistant Treasurer, 
Champion Spark Plug Co., Toledo. 


More Conventional Equipment 


We have not as yet done much in the 
way of automation, but expect to move 
into the area of posting in 1961. As 
requested by Federal Reserve, we are hav- 
ing our checks printed in magnetic ink 
for routing and symbol, and are contem- 
plating account numbering. I believe 
equipment manufacturers are on the right 
track now, coming out with more pieces 
for use in a moderate size bank. The 
guiding factor which will dictate our pur- 
chase of this equipment will be the per- 
item processing costs; while keeping in 
mind our volume of items and the amount 
of money we should use in the purchase 
of equipment. Our 1961 purchases of con- 
ventional office equipment and systems 
will probably increase over previous years, 
due to the above-mentioned change in 
commercial account posting —MORRIS 
R. CARPENTER, Vice President, Cadillac 
State Bank, Cadillac, Mich. 


Less Complicated Equipment 


We have put a number of monthly 
operations on our IBM equipment as we 
found it advantageous to get this informa- 
tion as a by-product of some reports that 
are already being prepared. For 1961 and 
the year beyond, we are constantly study- 
ing ways and means to mechanize or auto- 
mate some of our operations. 

At present, while manufacturers of 
data processing equipment are on the 
right track as far as our needs are con- 
cerned, equipment has proved to be too 
costly. We hope that, in time, less com- 
plicated equipment will be available to do 
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our particular job at a cost in line with 
an operation such as we presently have. 
Until such time as we are able to substi- 
tute some of the present conventional 
office equipment, our purchases will be, 
more or less, comparable to previous 
years.—E. J. HANAMANN, Secretary & 
Assistant Treasurer, Commercial Factors 
Corp., New York. 


No Automation for Retailers 


Up to the present time we have not 
automated any of our office procedures 
unless tabulating systems are included in 
automation. We do have our accounts 
payable and payroll on tabulating. We 
plan to study the question of automation 
in 1961. Until manufacturers of data 
processing equipment find the answer to 
reading saleschecks or handling point-of- 
sale transactions in a satisfactory manner, 
complete automation cannot come to 
retailers. I realize that optical scanning 
has been developed but it still has a long 
way to go before it will be useful to us. 
Our purchases and use of conventional 
office equipment will be the same as in 
previous years—WALTER F. KAPLAN, 
Secretary-Treasurer, Emporium Capwell 
Co., San Francisco. 


A Rapidly Growing City 
Dallas has had a central IBM installa- 
tion for approximately ten years for prac- 


tically all accounting and processing 
activities of the city. The rapid growth of 
Dallas from 1950 to 1960 with its attend- 
ant demands and increased accounting and 
processing load has now reached the point 
that maximum capabilities of present 
equipment have been realized. For this 
reason we have ordered an IBM 1401 
card processing system for delivery next 
December. We are constantly examining 
our procedures with regard to improve- 
ments and/or simplification. 

Recent machine announcements hold 
much promise for the medium sized user. 
We feel, however, there is an immediate 
need for a reliable optical scanner. that 
will be able to handle smaller sized input 
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information either as a separate unit or 
as an adjunct to larger equipment. Also, 
the cost per unit processed must be re- 
duced to be acceptable to smaller and 
medium sized users. Our use and purchase 
of conventional office equipment and sys- 
tems will not vary a great deal from 
previous years. The use of office equip- 
ment will continue to increase in the 
future, however, and with possibly more 
emphasis and study given to the purchase 
of equipment items that are now leased.— 
E. LYNN CROSSLEY, City Auditor, 
Dallas, Texas. 


May Be on Wrong Track 


We have automated some of our office 
procedures but have so far not gone into 
electronic data processing. We expect to 
get into EDP in 1961 when we receive a 
1401 from IBM. We are possibly behind 
other companies of our size in turning to 
EDP. There are some areas of electronics 
data processing that need to be more fully 
explored. Because of secrecy surrounding 
the development of new equipment, we 
know little about what manufacturers are 
doing until actual announcement is made. 
There are some problems being worked on 
which we do not feel have been properly 
solved, and where the manufacturers may 
be on the wrong track. 

We expect the use and purchase of 
conventional office equipment and systems 
to continue to increase with the growth of 
our company. We expect too, as develop- 
ments are made in EDP, to turn from con- 
ventional to electronic data processing.— 
C. LAWRENCE CULLEN Director, Ad- 
ministrative Services, Liberty National 
Life Insurance Co., Birmingham, Ala. 


Need Data Gatherers 


Manufacturers of data processing equip- 
ment are now on the right track, but early 
computers were too slow on input and 
output for our most critical needs. There 
is also a great need for inexpensive, 
reliable data gathering equipment and 
key-punch substitutes. Greater use of com- 
puters and other office machines is indi- 
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cated, particularly as we get into the 
areas of operations research, mill schedul- 
ing, and production and inventory control. 
Progress to a great extent depends upon 
the cost, reliability and economics of basic 
data gathering and communications equip- 
ment.—R. L. BOORMAN, Assistant Con- 
troller, Systems & Research, Kaiser Steel 
Corp., Oakland, Calif. 


Improved Communications 


We are a large hospital with 1912 
operating beds and an average daily 
patient load of approximately 1812 pa- 
tients. We have 29 patient areas, each of 
which has an office function of consider- 
able volume. Additionally, we have 26 
operating officials designated chiefs of divi- 
sions or services. We use Addressograph 
equipment in our admission procedures, 
IBM in our fiscal and supply operations, 
duplicating equipment in our paperwork 
transmission practices. This year, we 
propose to establish a high frequency 
paging system for all physicians and other 
key officials, and two-way radio com- 
munications for our protective section. 

Perhaps our knottiest problem is the 
physical disposition of paperwork to and 
from the many offices which are widely 
scattered. We are interested in automating 
to the fullest degree practical, without 
sacrifice to patient care. We have been 
informed that many innovations under 
study will reduce many repetitive pro- 
cedures in hospital operations—H. W. 
KENNEY, M.D., Manager, Veterans 
Administration Hospital, Tuskegee, Ala. 


Getting Newer Computers 


Over the years we have automated most 
of our large volume paperwork pro- 
cedures as well as some of the smaller 
areas of work where extension of mech- 
anized procedures proved beneficial. Due 
to the large volume and complexities of 
much of our paperwork, and the desir- 
ability to extend use of new improved 
automated concepts throughout our or- 
ganization, we have placed responsibility 
for all electronic data processing studies 
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and other methods and procedures studies 
on our systems research office. Some of 
these studies are currently being made 
and their scope will be expanded during 
1961. 

Early this year we will replace two 
IBM 650 computers with two IBM 1400 
systems and will also install one IBM 7070 
computer system. The progress made by 
manufacturers to date has enabled us to 
substantially improve our work methods. 
However, due to the wide scope of our 
operations and our desire to furnish our 
patrons and management with up-to-date 
car movement and related information, 
we hope that manufacturers of data trans- 
mission equipment will develop faster, 
more accurate and less costly systems than 
those now available. Installation of high 
speed, tape oriented data processing sys- 
tems reduces the need for conventional 
office equipment, and we expect a con- 
tinued decrease in use and purchase of 
this equipment over the next several 
years.—U. E. NORDEEN, General Audi- 
tor, Southern Pacific Co., San Francisco. 


Need to Educate Users 


The University of Illinois has auto- 
mated some larger volume operations and 
is quite satisfied with the application of 
automated, especially electronic, equip- 
ment in the office. It is our desire to ex- 
pand rapidly into other areas in 1961. We 
believe the manufacturers of data process- 
ing equipment are on the right track as 
far as our needs are concerned. However, 
manufacturers have expanded their equip- 
ment so rapidly that 1961 would be a 
valuable year to use for educating users, 
as well as the general public, regarding 
the full application and possibilities of 
electronic equipment. The user is a great 
deal behind the manufacturer in feeding 
back information necessary for proper 
product design. 

We expect this year to purchase as 
much conventional equipment as we have 
in the past; however, the increase in 
activity will be absorbed most effectively 
by electronic equipment. The greatest 
advantage of automated office procedures 
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CAUGHTI a mailing error right at the scene 


You can count on the Phillipsburg Inserter’s deadly accurate 
detection system to instantly catch a double-feed or an omis- 
sion. Nothing escapes the Phillipsburg...no lost manhours, no 
costly space to accommodate large temporary or drafted crews, 
no missed mailing deadlines, and no chance of embarrassing 
mailing errors. 


FINER PRODUCTS THROUGH IMAGINATION 
Write for complete information on 
the mailing advantages and conven- 
jences of a Phillipsburg Inserter. 


Bell & Howell Company 
PHILLIPSBURG INSERTERS 
14 Gast Jackson Boulevard 
Chicago 4, lilinois 


For More Information Circle No. 450 
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BONDS 


MIMEOGRAPH 
SPIRIT 
DUPLICATOR 


VERIFAX 
PROCESS 


MULTI- >. © 


HOWARD-MADE CUT SIZE PAPERS 
FILL EVERY NEED YOU CAN NAME 


Ask your paper distributor for sample books—plus a HANDY 
GUIDE to all HOWARD-MADE cut size papers. 


HOWARD PAPER MILLS, INC. 
SUBSIDIARY OF ()St.Regis + DAYTON, OHIO 


For More Information Circle No. 462 
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is the ability to expand without the in- 
crease in personnel which would be 
required under manual systems. The type 
of personnel required differs considerably 
from that required under a manual sys- 
tem. An automated system requires fewer 
people with a considerably higher capacity 
and knowledge than personnel required by 
a manual system. Because of this, we feel 
education of office personnel is an ex- 
tremely important factor in the ability to 
use effectively electronic and automated 
equipment.—D. W. BONHAM, Auditing 
Div., University of Illinois, Urbana. 


Business Oriented Computers 


The expense ratio in our business is of 
primary concern to us. Automation in the 
past few years has served us so well that 
we are now well into a program to use a 
major computer starting next fall. In gen- 
eral, the manufacturers of data processing 
equipment are on the right track insofar 
as our needs are concerned. While there 
has been a wide swing from the original 
“machine oriented” computers to the 
present, more or less, “business oriented” 
computers, there still is room to move 
toward full business orientation. Pur- 
chases of conventional office equipment 
and systems will be reduced during the 
coming year because our major efforts 
will be centered on the computer installa- 
tion. The expected changes caused by this 
installation should reduce our conven- 
tional requirements—R. T. EVANS, 
Executive Director, Blue Cross - Blue 
Shield, Chicago. 


Speed Up Data Preparation 


We are using punch card equipment for 
spare parts provisioning, production plan- 
ning, in some areas of accounting, and for 
payroll. We are quite satisfied with the 
results and plan further expansion in 
this area. Early in 1961 we are taking 
steps to do this work on electronic data 
processing equipment. We also plan to 
automate other departments such as the 
savings bond department, accounts pay- 
able, etc., as soon as practicable. We feel 
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“You can bank 
on De La Rue’”’ 
Currency Counters 


THE ‘‘100’" MODEL 

Verify your cash without removing the 
strap! De La Rue counts money (still 
bundled), bonds, bond coupons, stock 
certificates and gives an accurate 
count at the rate of 900 per minute. 
Saves time and error for banks all 
over the world. 


THE ‘‘500’” MODEL 

New and old currency, paper items of 
all types can be counted and dispensed 
at the rate of 100 in 10 seconds. Stops 
automatically after counting 100 bills 
or a selected number of bills are dis- 
pensed by dialing 1 to 99 on dials on 
the left. 


SCAN-AM CO. 


distributor 


McHENRY, ILLINOIS 
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that the manufacturers of data processing 
equipment are on the right track, but 
additional improvement could be made in 
speeding up preparation of data for imput. 
—J. B. RETTALIATA, Assistant to the 
President, Grumman Aircraft Engineering 
Corp., Bethpage, N. Y. 


Exploring Use of EDP 


At present we are processing our bene- 
fit payment and statistical research and 
reporting operations on a punched card 
system. This is operating satisfactorily, 
however, we are exploring the possible use 
of electronic data processing equipment to 
provide flexibility and handle fluctuating 
workloads. We are converting our supply 
inventory, personnel accounting and fiscal 
operations to punched cards. Additional 
tabulating equipment will be added as 
workload increases. 

We believe manufacturers now have 
data processing equipment which is suffi- 
ciently flexible to provide the capacity for 
handling our operations. The present 


trend in electronic systems furnishes a 
desirable price range to permit favorable 
costing of such equipment to replace 
existing systems. It is not anticipated that 
our purchases of conventional office 
equipment will be other than on a replace- 
ment basis. Should expanded operations 
become necessary, some new equipment 
might be necessary. — WILLIAM F. 
BUHL, Controller, Ohio Bureau of Un- 
employment Compensation, Columbus. 


Likes Service Bureaus 


We have automated some of our office 
procedures in 1960. We are satisfied and 
plan further expansion in this area in 
1961. We believe that the manufacturers 
of data processing equipment are gen- 
erally on the right track as far as our 
needs are concerned. We feel particularly 
that the establishment of service bureaus 
for electronic processing of data is a 
great step in the right direction. We are 
able to go further with automation with 
less investment on this basis and bring 





THIS INK GUN 
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SHOT IN THE ARM FOR OFFSET 
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AND TROUBLE-FREE OPERATION 


The special formula of SADOLINS INKS of Denmark keeps a better balance between 
ink and water ALL day. SADOLINS remains “‘non-skin" in cans, fountains and rollers 


Black inks or color, there’s more pigment per pound in SADOLINS than in ordinary inks 


SADOLINS is one of the world’s oldest ink works, established in 1777. 
Sold in over 60 countries, this quality ink comes in 30 colors. 


Try SADOLINS: the “trouble-free” ink! Bring more color into your OFFSET duplicating today! 
FREE INK GUN AND COLOR INK BOOK WITH FIRST CARTRIDGE ORDER 


SADOLINS i. és * 


145 West 45th Street, New York 36, New York 


WRITE FOR PROFITABLE DEALERSHIP PLAN 
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Now Available! The DOCUMAT 


MICROFILM 


READER-PRINTER 


Automatically 


” makes 
a. of black-and-white 
ot a i enlargements from 
microfilm in 

room light 


| 


It’s a Better Printer because the silver process makes better 
copies—even from poor film—sharp, clear black-on-white. 


It’s a Better Reader with a full 11” x 11” viewing screen for 
faster finding as well as viewing. 


Now it’s more convenient to make microfilm enlargements 
right in your office, as easy as using a photocopier. Just push 
the button, and the reader-printer automatically delivers cut 
letter-size sheets with film enlargemen: uniformly framed. 
Takes either roll or flat film. 


ATTENTION DEALERS: Additional distributors are now being appointed. 


Write for complete information on the Documat Microfilm 
Reader-Printer — Now ready for immediate delivery! 


DOCUMAT, INC., 385 CONCORD AVENUE, BELMONT 78, MASS. 


For More Information Circle No, 421 
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automation into the realm of practicality 
from the standpoint of cost and invest- 
ment. It is quite probable that our use and 
purchases of conventional office equip- 
ment and systems will decline in 1961 and 
in future years as we proceed with our 
plans toward greater automation.—N. K. 
STABLEIN, Controller, Long Bell Div., 
International Paper Co., Kansas City, Mo. 


Setting Up a Computer 


At the present time, we are in the process 
of arranging to set up a Burroughs F 2000 
Computer on which we will do many of 
our routine accounting operations. We be- 
lieve this should cut down our office 
operating cost, but are not in a position 
to advise definitely in this respect until the 
new equipment has been in operation for 
at least six months. It will probably be 


necessary for us to purchase more of this 
conventional equipment during the coming 
year if business improves, as much of our 
equipment is in need of being replaced.— 
HARRY E. RAU, Secretary-Treasurer, 
Federal Laboratories, Inc., Saltsburg, Pa. 


Whole Systems Concept 


We have had an IBM 705 for over 
three years and have “automated” many 
of our office procedures. Since the insur- 
ance business provides a fertile field for 
electronic processing, we have consistently 
suggested that we use the phrase “data 
processing” not “automation” which is 
quite different and more advanced. How- 
ever, we hope our effort at data processing 
is the forerunner of automation. We are 
not satisfied generally with our present 
efforts and we plan further expansion in 








ROL-RACK 


FIVE FEET OF 
SHELF SPACE 


Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 

U. S. Govt. 
STURDY & DURABLE 
Choice selected 1144” hardwood. 
Sloping shelves angled for title 
reading, doweled and bolted to 
assure durability. Side-riveted 
swivel casters by Bassick with 


resilient rubber tires. Rolls 

smoothly with a full load. 
Walnut Finish or 

Natural Wood Finish 


32” long, 13” deep, 
31 





14” between shelves 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 
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$4950 


A Subsidiary of Grolier 

Incorporated, Publishers of 
The Book of Knowledge and 
Encyclopedia Americana. 
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It’s here—a mobile office 
unit—New, Functional. 
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F.O.B. Factory 
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leading manufacturer 
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for ’61 from Thomas Collators! 


For 1961, Thomas Collators announce engineering and 
design advancements for their new line of 8, 10, 16, 20 
and 32-sheet floor models that help surpass their own 
outstanding record of achievement. New developments 
that permit greater operational efficiency . .. increased 
versatility .. . speedier set-up time. . . easier accessibility 
to working mechanisms... beautiful, new two-tone finish 
. .. more, much more! Spend the moment it takes to get 
the full story on how you can cut the high cost of gathering 
duplicated sheets into sets, improve morale, and effect 
considerable savings—mail the post card right now! 


World’s Leading Manufacturer of Collating Equipment 


We THOMAS COLLATORS INC. 
ais. 


100 CHURCH STREET, NEW YORK 7, N. Y. 
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VIBRATORY 


PAP let 
JOGGERS 


Eliminate slow, time consuming manual 
jogging methods—increase office efficiency. 
Let Syntron Paper Joggers do all your paper 
aligning work—business forms, checks, in- 
voices, mail, etc. Syntron Paper Joggers are 
complete units—simple to operate—easy to 
use. Designed for fast, dependable, trouble- 
free service. Available in a variety of sizes 
and styles—table deck, divided deck or bin 
type. 





STOP WASTE 
INCREASE 
EFFICIENCY 


For 
information 
write 
ee 


GIPJ2 


SYNTRON COMPANY 


exington € Homer City, Penna 
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1961 as well as in longer-range objectives 
for the next decade. 

The manufacturers of data processing 
are in somewhat the same predicament as 
many a basic industry: not completely 
understanding their consumers’ problems. 
In my opinion, manufacturers must do 
much more than solely develop computing 
needs. We hope they will now give further 
attention to a whole systems concept, em- 
bracing capture, transmission, computing, 
storage and retrieval of data on a basis 
that can more favorably compare with 
present methods. 

For 1961, our use and purchase of 
conventional office equipment will prob- 
ably compare favorably with previous 
years. However, should there be a major 
breakthrough promulgated by joint study 
of needs between consumers and manufac- 
turers in the whole systems concept, then 
I believe the use and purchase (or lease) 
of office equipment will sharply acceler- 
ate—E. T. KYLLO, Secretary, Royal- 
Globe Insurance Group, New York. 


Staying With Punched Cards 


We have automated some of our office 
procedures, we are satisfied, and we plan 
further expansion in 1961. Our automa- 
tion has been confined primarily to 
punched card installations and further 
expansion is planned in this respect. 
Manufacturers of data processing equip- 
ment are for the most part on the right 
track, in our opinion, but electronics do 
not fit our particular needs. Our use and 
purchases of conventional office equip- 
ment and systems in 1961 will compare 
favorably with previous years.—W. A. 
NOIRET, Assistant Controller, Chicago 
Tribune. 


Machines at Lower Cost 


We have automated office procedures 
where we could get a job done as well or 
better than formerly at less cost. We are 
not satisfied and will make further 
changes in this area in 1961 to handle a 
steadily increasing volume of paperwork. 
We believe manufacturers of data process- 
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Easiest calculator tape in the world to read 


New Victor Automatic Printing Calculator 
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Made in America 


Easy to use as an adding machine 


No special training needed! With 


ust one simple keyboard, Victor’s ~ ‘ 
Magic Motor Bar and Simpla-Key aon Posmay Co. Dept. 0-1 


handle all transactions. Automatic 
Constant. Total Transfer. Credit Please send four-color brochure on your new 
Balance. Victor Automatic Printing Calculator. 
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p . Address 
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Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 
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ing equipment are on the right track 
whenever they show us a new system that 
will handle greater volume at about the 
same cost, and still produce statements 
and reports that will be acceptable to our 
customers and top officers. We believe 
our use and purchases of conventional 
office equipment will be greater in 1961. 
One reason is that we have delayed to 
some extent replacing conventional equip- 
ment while we watched for better ma- 
chines at a price we could afford.— 
JOSEPH ALLIO, Vice President & 
Treasurer, Louisville Trust Co., Ky. 


New Office Building 


We have automated our procedures to 
a material extent in our branch offices 
and have installed a Datatron 220 com- 


puter at the home office which we are in 
process of programing. We have a small 
computer (IBM 1401) on order and this 
will be the extent of our expansion in 
1961. In general, we are satisfied with the 
progress of data processing equipment 








insofar as our needs are concerned. 

While we appreciate that our data 
processing equipment would normally 
reduce somewhat our purchases of con- 
ventional equipment, this is not true in 
1961. We are furnishing a new office 
building in 1961, so our purchases of 
desks and such equipment will be mate- 
rially greater than in other years.—D. G. 
KNAPP, Vice President & Treasurer, 
Upjohn Co., Kalamazoo, Mich. 


Automation Isn’t New 


I am firmly convinced, at this writing, 
that offices with 30 clerks or less would 
find installations of punched card systems 
or electronic computers costly. However, 
in the last three years, manufacturers of 
data processing equipment have made 
great progress in the speed, compactness 
and cost of their equipment and there is 
no doubt that, in the near future, equip- 
ment suitable for smaller offices will be 
available, at a cost they can hardly afford 


to” refuse. Actually, automation as such, 


ies il al vinaioesealor at 


The NEW COMPETITIVE 14 seERIES 


Modular in appearance, the 14 
Series is a new line of completely 
assembled office furniture. Ex- 
terior is select flat cut walnut. 
Metal trim and pulls in brushed 
aluminum or brushed brass finish. 


LITERATURE ON REQUEST 


THE JASPER DESK CO. 


JASPER, 


INDIANA 
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NO IFS... ANDS...or BUTS - 
Verifax copies anything you write with! 


Makes no difference if you write with ball point or fountain pen, pencil or 
crayon—a Verifax Copier takes all kinds of writing, typing, and printing 
in stride. Gives you 5 dry, easy-to-read copies in 1 minute for 242¢ each 
. . . copies which are as accurate and long-lasting as the original. 





Call local Verifax Dealer (see ‘‘Yellow Pages’ 
under duplicating or photocopying machines), or VERIFAX BANTAM COPIER | 
write Eastman Kodak Company, Business Photo Model A 

Methods Division, Rochester 4, N.Y. $99 50 Other models 


Prices quoted are manufacturer's suggested prices and to $425 
subject to change without notice. 
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MW Daper. 
Welder: 


Fastens Paper Using Nothing 


But the Paper Itself! 


° No Refills * No Bulky Files 
* No Clogged * Paper Easily 
Machines Unlocked, No 
* No Staples to Tearing 
Remove * Welded Papers 
Lay Flat 
It Costs Nothing To Press The Handle 
A precision made instrument with hand- 
some chrome finish. It is new, novel, 
smooth, silent, and efficient in operation. 
Never needs refilling. It will weld up to 
six sheets of 16# paper. Modernize your 
office with this time and money saving 
office appliance. An ideal gift with name 
engraved on the handle. If your dealer 
cannot supply you, write direct. Dealer 
inquiries invited. 
PAPER WELDER, INC. Medina, N. Y. 
For More Information Circle No. 334 
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MAP FILE 
MT4 — WITH 
LOCKING DOORS 





map file, has 112 tilting 

tubes. Easy to file and 

find maps, tracings. blue 

prints to 60”. 

Patent No. 1610368 MAIL ORDER TODAY 

SCOTT-RICE CO. 610 S. Main, Tulsa 19, Okla. 
For More Information Circle No. 335 
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STURDY METAL CABINET | r ; 
| ment in the immediate future. The vast 


has been practiced throughout the years 
by all progressive enterprises, and the 
emphasis on the subject today is due 
mostly to increasing knowledge of elec- 
tronics and mechanical processes that 
have outmoded manual operations by 
their fabulous speeds of sorting, accumu- 
lating and computing, a process that has 
yet to reach its zenith, before smaller 
offices can install without danger of 
obsolescence. We will continue our pro- 
gram of improvement and outlay, pro- 


| portional to prior years and subject to 
| business 


finances, with automation a 
definite possibility in the offing—T. R. 
GENTRY, Office Manager, Kekaha Sugar 


| Co., Ltd., Hawaii. 


| Sometimes Hand Method Best 


We have automated some office pro- 
cedures over the past several years. We 
are extremely satisfied and will expand in 
this direction when some equipment gets 
down to a price range which we, a small 
firm, feel is economical. Each month im- 


| provements in prices seem to indicate that 
| the medium and small size organization 


will be able to avail themselves of auto- 
mation to a greater extent. Paradoxically, 


| during the past year we reverted to a 


manual method where volume and 
processing of some paperwork took an 
undue time to feed to machines (type- 


| writers) for recording supplemental data. 
| This resulted in approximately one-third 
| time saving. 


We feel that manufacturers are on the 
right track with respect to bringing some 
excellent equipment into range of smaller 


| organization. We also feel they are mak- 
| ing the 


right approach in developing 
equipment that will work in conjunction 
with, and supplement, competitive equip- 


| ment. 


We do not anticipate any radical 
departure from conventional office equip- 


area of equipment now on the market 
creates something of a problem in accu- 
rately appraising the proper direction in 
which one should go. We, like others, will 
(Continued on page 159) 
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iMecimadia Finished for Job Perfection 


There are no “make do” papers 


= sin the MACKINAC line. 


MACKINAC DUPLICATOR 
MACKINAC MANIFOLD 
MACKINAC MIMEO 


Papers in the MACKINAC line are made 
for specific uses and are finished to work 
fast and accurately on high speed office 

MACKINAC OFFSET printing and duplicating machines. Each 
MACKINAC OPAQUE grade has a surface especially prepared 
MACKINAC VELLUM ‘© give the BEST POSSIBLE REPRO.- 
DUCTIONS .. . job-perfection . . . in the 
process for which it is made. 





MACKINAC papers are precision cut at 
3 the mill to sizes 814 x 11 and 8% x 14. 
MACKINAC, MACKINAC VELLUM is available in 
p brilliant White in 40, 50, and 60 pound. 
All other MACKINAC papers are avail- 
able in brilliant White and six bright 
colors. NEW 12-page, illustrated booklet 
showing uses, sent on request. 
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MACKINAC Job-Ready Papers are 
sold only through Paper Merchants 
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PAPER COMPANY 

General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS 
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Frees All These Hands 
For More Important Work.... 


—exposure speed approximately 

5 seconds ® Copies all originals faithfully— 
regardless of color or print ® Quickly, efficiently cuts 
down office expense * Set only once for all types 
of work ® Distributor of Agfa Copyrapid Paper 


NEW REX RECORDER 
Roll tape tear-off, finest most modern indexing system 


available 


“Magic Eraser’ makes each dise reusable thousands 
of times 


e Records over mistakes when redictated 


Only unit with listen & dictate controls and quick re- 
view in microphone 


Available through dealers everywhere or write 


QoD><> 


AMERICAN DICTATING MACHINE CO., INC. 


Dept. OF, 51 West 45th Street, New York 36, N. Y. 
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IS AUTOMATIC DATA PROCESSING 
FOR YOU? Motivation, Inc., Springdale, 
Conn., $1. 


Editors of “The President’s Letter,” pub- 
lished by Motivation, Inc., take a practical 
approach to ADP in this special report. 
They anticipate many of the questions you 
must ask if you contemplate going into 
ADP. 


PROCEEDINGS OF 9TH ANNUAL CON- 
VENTION. National Microfilm Assn., Box 
386, Annapolis, Md., 250 pp., $8. 

Edited by Vernon D. Tate, NMA’s ex- 
ecutive secretary, this book contains papers 
presented by representatives of industry, 
government and libraries. Gives specifica- 
tions and functions of new and improved 
products in the area of work simplifica- 
tion and record recall. Discusses minaturi- 
zation developments and systems. IIlus- 
trated. 


SUCCESSFUL MANAGERIAL CONTROL 
BY RATIO-ANALYSIS by Spencer A. 
Tucker. McGraw-Hill Book Co., 330 West 
42nd St., New York 36, 436 pp., $11. 
How to develop and apply the concept 

and techniques of ratio-analysis, in a 
variety of business situations, for more 
effective management control. System re- 
duces company data and statistics to sig- 
nificant mathematical ratios and interre- 
lates their movements to provide adminis- 
trators with the tools for evaluation, de- 
cision-making, remedial action, and long- 
range planning. 


THE MODERN PROGRAMER by Charles 


O. Reynolds. Pyramid Publishing Co., Box 
4394, Philadelphia 18, 164 pp., $4.50. 


A textbook for anyone aspiring to su- 


sponsibility. First 
day-to-day office human relations prob- 
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PAPERWORK 
MANAGEMENT 


Here are the techniques, forms, procedures— 
even job descriptions—needed to control and 
reduce paperwork costs in any organization— 
large or small, Not only “what” and “why”’— 
but “HOW!” No experts needed. Any prac- 
tical person with experience in office routines 
can do the job with this book as a guide. In- 
structive and interesting to read—not written 
in repelling encyclopedia or textbook style. If 
you remember H. John Ross’ other books 
(Technique of Systems & Procedures, How to 
Make a Procedure Manual, IDP for Every Office), 
you'll know what we mean. More than 300 
large pages 812” x 11”. Over 100 illustrations 
mostly full-size. Look at these chapters: 


1, What, Why and How of Records Manage- 
ment. 2. How to Start a Records Management 
Program. 3. Records Retention Techniques. 
4. Records Centers, How to Establish and Oper- 
ate. 5. Protection of Vital Records. 6. Files Man- 
agement, Paperwork. 7. Files Management, Equip- 
ment, 8. Forms Management, 9. Correspondence 
Management. 10. Reports Management. 11. Pro- 
cedures Management. 


Take advantage of low pre-publication price 


SPECIAL PRE-PUBLICATION OFFER: Send check 
now for only $17 to reserve your copy of PAPER- 
WORK MANAGEMENT by H. John Ross, postage 
and packing free. After Feb. 15, the price will be 
$20. You save $3 by ordering now! Satisfaction 
10 days after 


OFFICE RESEARCH INSTITUTE 


Box 744, South Miami 43, Florida 
For More Information Circle No. 294 
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lems to do with programing. Second 
part discusses tabulating equipment and 
its application, leading up to detailed in- 
struction and problems in programing the 
Ramac 305. 


MR. EXECUTIVE: KEEP WELL, LIVE 
LONGER by Peter J. Steincrohn. Frederick 
Fell, Inc., 386 Park Ave. S., New York 16, 
341 pp., $4.95. 

A full-length study on the health and 
preservation of executive personnel. Dr. 
Steincrohn recommends a regimen of 
proper health practices which, he con- 
tends, will enable administrators to avoid 
much of the stress and tension that can 
lead to fatal disease. The author’s philoso- 
phy in a nutshell: take it easy! 


MANAGERIAL PERFORMANCE STAND- 
ARDS by Virgil K. Rowland. American 
Management Assn., 1515 Broadway, New 
York 36, 192 pp., $5.25. 

A stinging indictment of laxity in man- 
agerial practices, this book appraises 
standards for management personnel and 


provides transcripts of company meetings 
to illustrate both methods and difficulties. 
Author shows how superior and subordi- 
nate can work together to set standards 
through group discussions, private inter- 
views. 


TRADEMARK SELECTION. United States 
Trademark Assn., 6 East 45th St., New 
York 17, 92 pp., $2. 

Verbatim account of how two groups 
of management men and consultants used 
“the management team” method in choos- 
ing a trademark for a new consumer prod- 
uct at the group’s 1960 meeting. 


DRAWING FOR GOOD REPRODUCTION 
by mw H. Rau. National Assn. of Blue- 
print & Diazotype Coaters, 1925 K St., 
Washington 6, D. C., 32 pp., $1 
Stresses importance of good draftsman- 

ship in preparing technical drawings and 

related data and suggests techniques for 
improving their reproduction. In two 
colors with numerous illustrations, this 
manual covers Essential Elements of Good 
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MAILING COSTS! 
with the Model No. 6 


THIS portable table SAXMAYER 
Model No. 6 is especially adapted to 


tie letter mail—also designed for 
general purpose tying of bundles 


in any sequence up to 6” high without adjustments. 
and casters available at a small additional cost. All SAXMAYER 

tyers are noted for SAFETY—automatic releases where needed; 
SIMPLICITY—all working parts are interchangeable; not only 
attractive in appearance but also EFFICIENT—fully automatic, speedy, 
firm, non-slip ties, economical in twine and time. 


prove it on our trial basis. 


WRITE DEPT. J. 
NATIONAL BUNDLE TYER CO. 


Blissfield, Michigan 


Adjustable legs 


Let us 
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Any girl can set 


the small FH Folding Machine, 
and fold even a few letters— 
in much less time than she can 
fold them by hand. Big time 
saver. Costs less than a 
standard typewriter! 


The FH makes eight basic 
folds, takes all standard papers, 
in size range from 3 by 3 to 8% by 
14 inches. With semi-automatic 
feed, folds up to 80 letters a 
minute. With full automatic feed, 
at slight extra cost, it’s even faster. 
Small, light, portable. One FH 
can serve several departments. 
Worth its cost in convenience, 
time saved. Can be attached 
to PB’s Model 3300 Inserting 
Machine for simultaneous folding 
and inserting. 

Ask any Pitney-Bowes office for 
a demonstration. Or send coupon FREE: Handy desk or wall chart of latest 


f postal rates with parcel post map 
for free illustrated booklet. and zone finder. 


Wepgatinci.. a. tc ee ee 
| PrrNey-BowEs, INc. 


Pitney-Bowes 3410 Walnut Street, Stamford, Conn. | 
Send free ( booklet on PB Folding and 


Fo LDERS & INSERTERS Inserting Machines [ postal rate chart. 





| 

Made by the originator of | Name | 

the postage meter... | Address | 

139 offices in U.S. and Canada ee 
For More Information Circle No. 464 














‘This profitable offset 
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department 
can be YOURS for less 
than a dollar an hour! 


For less than a dollar per working hour, you can purchase a complete 
ATF offset department, including: press, camera, darkroom sink, nega- 
tive layout table, platemaker, and utility table. If you have some seldom- 
used equipment to trade in, chances are you will need little or no down 
payment. 

Or you can lease the complete “package”—or any part of it—without 
trading in any equipment or making a down payment. 


Either way, you get brand new equipment—and only what you need 
—on the easiest terms. You can pay as you go and make a profit as well. 


Heart of this plan is the ATF Chief 15, the small press with the big 
press features...the press which has been chosen by over 1500 profes- 
sional printers. You can see this press and the related “package” equip- 
ment in operation at your nearest ATF Branch Office; or your ATF 
Representative will supply full details, including a folder, “How to Set 
Up for Offset;’ which outlines various plans and choices of equipment. 
If you prefer, use the coupon below. 


American Type Founders 


American Type Founders _—_— Dept. A 
200 Elmora Avenue, Elizabeth, N. J. 


I’m interested in your “Offset Package Plans” on a 1) purchase D lease basis, 


COMPANY......... 
STREET AND NUMBER. ...... 


Sa TE check diss acecnsve.i vacneclabtaseaiunemesagscmaieteatamennigaaretnn ZONE STATE 
(If you have trade-in equipment, list descriptions, models, serial numbers) 


For More Information Circle No. 418 
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HOW TO CHART 


BY WELD 


This book will show you how 
graphic curves can give you 
quicker, easier understanding of 
your own important 

business figures. 
Simple Instructions 




















for the beginner 
— New Ideas for 
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ZIP-O-RITER 


Addresses Directly 
from Card 


: 
eadings On | 


| so, that many hired on their word alone 
| have proved to be much less capable than 
| they project themselves. Miss Holmgren 
| asks, why test the typing and shorthand of 
| an experienced secretary? 


Work Sheets 
Accounting & 
Tabulating 
Forms 
INDISPENSABLE FOR 
MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


on how to start, | 


| Nov., 1960) on many points. 


Reproducible Documents; Their Prepara- 
tion and Care; Prolonging the Useful Life 
of Reproducible Documents; Reproduc- 
tion Processes and Materials. 


THE OFFICE PLANNER’S DIGEST. Wood 
Office Furniture Institute, 1414 Eye St., 
N.W., Washington 5, D. C., $2 
A trio of “how to do it” booklets on 

office layout, color and lighting. 


Reader Says Pay 


Is the Solution 


I disagree with Miss Holmgren (You'll 


| Have To Be More Realistic When You 


THE OFFICE, 
If the qual- 
ity of applicants for office jobs is lower 
than in the past, I don’t think it’s the fault 
of the test but rather the training given the 
applicants at school. I disagree that most 
college trained applicants are spoiled for 
office jobs. When she claims that they are 
often able to get something better than 
office work, I wonder what she means. She 
states it is disconcerting to an experienced 
secretary to learn that her references and 
word are worthless and that she must be 


Hire Clerical Employees, 


| subjected to the same measurements re- 


quired of inexperienced applicants. My 
experience is that very few people give 
poor references to exciting employees; al- 


A proficient 
secretary, confident of her aptitude, won’t 


| fall down on her typing and shorthand 


test. She notes that the quality of appli- 
cants is getting worse. With this I agree, 
but I don’t think her article states the real 
reason. Office employers must pay fair 
wages if they expect to get capable em- 


| ployees—M. W. ZILINSKY, Personnel 
| Manager, Coastal Abrasive & Tool Co., 


Long Island City, N. Y. 
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OUR STRICT ATTENTION TO 
CARBON PAPER 
CAN HELP YOU DO 
A BETTER JOB 
IN THE 
TAB ROOM 


HERE'S HOW... 


You can forget carbon paper problems when you use GC Data Processing Forms 
because we have already done the worrying for you. With our large, always-fresh 
stock to choose from, you can always have exactly the right carbon for the specific 
data processing function you have in mind. 


We know all about the various types of carbon paper and how to interleave them 
in perfect register with printed forms. One of our specialties is working with area- 
coated carbon similar to the two rolls illustrated. (It’s just one technique you may 
wish to use to block out confidential information on carbon copies.) 


Carbon selection is-never left to chance in GC Forms. Variety, intensity, color, 
weight—all are chosen by specialists to fit your specific needs. The same goes for 
methods of fastening and carbon extraction—for perforation and punching. GC Forms 
are truly custom-built to help you do a better job in the tab room. 


Write us today for the name of the GC representative nearest you. 





D AT A dunstaaed by: 


CLARKSON PRESS INC. 
PROCESSING | 0 ¥en tensssseet:.. sumae 1, #-v. 
A Subsidiary of 

FORMS GRAPHIC CONTROLS CORPORATION 


ae 











i il iit ade nan 
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Steblco PRODUCTS 


1401 W. Jackson Bivd. Dept. OM-1 
Chicago 7, Illinois 


Gentlemen: 


Please send me further information on Stebco Business 
Cases and my nearest Authorized Stebco Dealer. 


Name nO Sa 





Company Name li iat sadist 
Company Ages 


City Zone ae 
For More Information Circle No. 478 





is your 
business case 
an asset 

or a liability? 


Are your salespeople creating aproper 
image of your company and product? 

They are when they carry a Stebco 
Case ... because Stebco cases are 
guaranteed to keep their brand new 
appearance for many, many years. 
Stebco’s exclusive patented features 
and quality construction has been 
proven by almost a half century of 
progress in manufacturing and design- 
ing America’s Finest Business Cases. 
Over 250 styles available in your choice 
of Finest Top Grain Cowhide or our 
exclusive patented Tufide—Guaran- 
teed 5 Full Years. Custom cases too— 
specially designed with your business 
in mind. Just one of Stebco's many 
features—DuPont Nylon Safe T Edge 
the most indestructible “Bodyguard” 
a case could ever have. 

So... When first impressions count 
... count on Stebco, America’s Best 
Business Case Buy. 


Send Coupon Today for further information 
and your nearest Stebco Dealer 








“The less help you have, 


the more you need it!” 


MACEY 


COMPANY 


A subsidiary of 
HARRIS- 
INTERTYPE 
CORPORATION 


‘ 


HARRIS 


INTERTYPE 


CORPORATION 


MACEYMATIC COLLATOR 


-“There’s nothing like a Maceymatic to speed collating 
of reports, price lists, data sheets and so on. For in- 
stance, I can collate 1000 sets of two to eight sheets 
(5 x 8” to 9 x 12”) in 30 minutes or less. Everything 
is stapled, too. Of course we don’t use it all the time. 
Even so, the boss says it pays for itself. Takes little 
more space than an office desk.” 


Macey Company, 13829 Enterprise Ave., Cleveland 35, Ohio 
Will the Maceymatic Collator pay for itself in my office? 
Show me. 

Name___ 

Company 

Address_ 

City and State 


For More Information Circle No..465 
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OFFICE AUTOMATION - OFFICE AUTOMATION - OFFICE AUTOMATION 


EICHNER flow trenix 


The remarkable, automatic, systems writing 
Automat, with unlimited selectivity and punched 
tape reproduction. The photo electric tape 
reader with electronic data conversion and 
relay controlled, automatic typing mechanism 
—dguarantee completely reliable operation 

and utmost speed: 800 strokes per minute. 


see ef @ ee ee ee ee ae . ee eeeee eeee e ee ef 
. oe * © see « . oe eee see . . 


ou eel Ty Balomel ict tira Bele), mee Ueneell Belem. £ cee ic) 


EICHNER /lotfamat 


Automatic Invoicing Machine. Fully 
automatic, Programmed operation. 

Multiple program changes by simple turn 

of a knob. Relay controlled calculating and 
accumulating units of most modern 
construction. A perfect billing machine 

with highest performance. 


AUTOMATIC INVOICING - AUTOMATIC INVOICING - AUTOMA) -VOICING 


ICHRIER 


hermofilmer 


In a few seconds pamphlets, 
reports, documents and 
drawings, are automatically 
“thermofilmed’’—i.e., coated on 
both sides with a thin, colorless 
and transparent film. Papers 
are permanently protected, 
clean and impressive in 
appearance. 


if 


AUTOMATIC LAMINATION - AUTOMATIC LAMINATION - AUTOMATIC LAMINA 


EICHNER-ORGANISATION 
Unterlindau 21-29, Frankfurt/M. Germany, Telephone: 723651, Telex: 04-12056 


For More Information Circle No. 373 
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Take a dash of compactness, lace with new 
improvements, mix in a jigger of economy 
and, as a crowning touch add the photocopy 
liquid you never see! Presto! 


Photoraptd. 
ELECTRAMATIC 


PHOTOCOPY MACHINE 


Here is the machine that gives you... 
Developer cartridge loading * No mixing, no 
pouring * You never see the liquid « Triple 
life to photocopy developer « Plug-in 
convenience « The finest photographic 
prints ever * Uniform copies every time 
LOADS LIKE A GUN! 
All you do is place the sealed developer 
cartridge in the PHOTORAPID ELECTRAMATIC, 
turn it on, and start photocopying. Turn it 
off and the developer automatically 
flows back into the cartridge. No mess, 
“ « | no fuss, no chemicals left out to slosh 
around and lose potency. 
| a rT | Nn | VERSATILE BEYOND COMPARISON 
e The PHOTORAPID ELECTRAMATIC 
skips nothing—copies everything. . . 
-.. permanently! 


For More Information Circle No. 299 
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LeFEBURE SYSTEMS ELIMINATE MUCH OF THIS 





Unproductive clerical time is an unnecessary 
profit robber. LeFebure custom designs sys- 
tems and equipment to use clerical effort with 
maximum efficiency. The results show nicely in 
net profit. lf outmoded procedures and wasted 
clerical time are probiems for you, LeFebure 
has the solutions. Write for detailed informa- 
tion on specific areas you want to improve... 
LeFebure Corporation, Cedar Rapids, lowa. 


Business systems and equipment 











LeFebure is a subsidiary of Craig Systems, Incorporated 
For More Information Circle No. 443 
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DICTATION PORTABILITY 


od 











RECORDING 














All yours in one handsome, compact unit... the economical, new self-powered 
Telefunken“600” Portable Dictating Machine! Use it anywhere...anytime. Carries 
its own built-in, lifetime battery...complete with battery recharger. A single 
microphone button controls every action... dictate, (qaatiiaemes 
backspace, playback, stop. Lightweight, easy-to-mail 7 

magnetic disc can be used over 10,000 times. Preci- 

sion-built for quality, value and dependability by the 


world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600” Portable Dictating Machine Weccay  aaii 
For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.Y, 


For More Information Circle No. 474 
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2 MILLION 
ACCOUNTING CLERKS* 
RELY ON US._YET 

they don't 


even know 





our name! 





Machine accounting is more economical, goes faster, smoother, more 
accurately . . . clerks work better and customers stay happier . . . 
when accounting machine carbons make clear, clean, attractive copies. 
Makers of America’s best-selling accounting machine carbons insure 
constantly satisfactory performance by using high-quality carbonizing 
papers by Schweitzer. Proved best by test for absorbency, strength, 
purity and uniform texture, Schweitzer papers guarantee the perfect 
marriage of fine carbon inks to fine paper. 

* (Bookkeepers, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 


Kimberly-Clark €33 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth & Spotswood, N. J. ©. Lee, Mass. © Mt. Holly Springs, Pa. 


For More Information Circle No. 419 
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a 


NAL portrait 


CARBON-INTERLEAVED GUMMED LABELS 


gen —_— k G of 
| ’ addressing 
label 


officiency 


Here’s one masterpiece that gathers no dust. Companies every- 
where keep Dupli-Snap labels busy speeding their mailings effi- 
ciently. No special equipment needed, and you get up to six copies 
of your mailing list with a single typing. 

Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
labels designed to meet every modern requirement at low cost. 

Remember, labels are the key to economy and efficiency in 
mailings. Finca out what the “Dupli-Mail” label system can do for 
your firm. See your stationer today, or write to Eureka for samples. 


UE EUREKA SPECIALTY PRINTING CO. 
Eee BOX 149, SCRANTON 1, PA. 


@T. M. REG, J. S. PAT. OFF. & CANADA 
For More Information Circle No. 456 
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-Stencils are able to 


offer you more than you can 
expect of a good stencil — 
no matter whether they are 
supplied ready for use or 
without backing sheets. | 


Yes, even that is possible: 


-Stencils without 


backing sheets in order toim- 
port them more iavourably. 


Tougher than tough, good in 
their handling, good in their 
appearance: -Gveif - Sten- 


cils! Write now to 


GREIF-WERKE AG., GOSLAR 
Western Germany 
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your complete line 
money-makers: 


itemizing cash registers 
adding machines .e safes 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and_ more 
PROFITS! 

Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s _business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 


Move fast — it’s profit- 
able! 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


PPS SSSSs Se SOS Sea SSeS eaensore Ta 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 

Please rush more information on the complete line of REGNA 
cash registers, REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna-Joeli 
Dealer, 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 


NAME .... 


ADDRESS 


In Canada: Sanaa Cash Registers of 
ana 
704 Notre Dame St. W. Montreal, Que. 
OUTSIDE CONTINENTAL U.S. 
Jorgen S. Lien, Box 522, Bergen, Norway 


For More Information Circle No. 414 
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YOU GET THESE 
5 EXTRA 


BENEFITS 


WITH A QUICK SILVER 
OFFICE COPY MACHINE 


This general-purpose office copy machine will handle all your routine copy- 
ing needs — letters, invoices, news clippings, reports — anything — with the 
greatest of ease. And, Quick Silver will also give you all the extra benefits listed 
below. No other office copy machine is so versatile as Quick Silver, a completely 
new photocopy process. 


1. UNLIMITED NUMBER OF QUALITY COPIES FROM 3. FAST COPIES. Designed for volume, one 


ONE MASTER. And every copy of the same 
high photographic quality. File the mas- 
ter and make additional copies from it 
whenever you need them. 


INEXPENSIVE COPIES. Quick Silver copies 
are only 5 cents each! Only a single sheet 
of paper is used; the throw-away sheet 
has been eliminated. 


For More Information Circle No. 324 








PEERLESS 








Quick Silver ‘300’ machine with a single 
operator will turn out the same number of 
copies per hour as two transfer machines 
and two operators! Naturally, that means 
more production for less money. 


PAPER NEGATIVES FOR OFFSET PLATES. In 25 
seconds and for only 5 cents Quick Silver 
will make a negative in your own office 
which would cost you $1.50 if you sent 
it out to be made. 


WILL COPY HARD-TO-COPY ORIGINALS. Not 
only that, but Quick Silver can make a 
good copy from a biueprint or a photo- 
stat. It will make a copy of a copy... even 
a heat-transfer copy! And it does it in one 
pass through the machine, with no inter- 
mediate step. 


PEERLESS PHOTO PRODUCTS 
Dept. O-1, SHOREHAM, L. I., NE 





Velpo Lester, chief 
of the engineering 
data unit at the 
U.S. Army Ord- 
nance Depot, 
Pueblo, Colo., and 
Charles W. Walk- 
er of Thermo-Fax 
Sales of Colorado, 
Inc., with one of 
the Filmac micro- 
film reader - print- 
ers that save three- 
four manhours 
daily by making 
18” x 24” copies of 
drawings from 
Filmsort aperture 
cards. 


U. 8S, Army Photo 


Controller Saul Z. 
Winter (left) of 

Roos - Atkins, San 

Francisco, checks 

operation of a 

Phillipsburg ma- 

chine installed by 

the 19-store chain, 

with Bell & 

Howell representa- 

tive Lawrence 

Sheperd. Machine 

selects punched 

card statements 

from rack,  as- 

sembles them with 

up to eight en- 

closures, inserts 

all material and 

seals envelope, 

adds correct post- 

age, counts and stacks envelopes for mailing. Labor to mail 125,000 monthly statements 

was cut 65%. 
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Speed Mail via Facsimile Transmission 


Machine handling preserves the sanctity 
of the mail in facsimile transmission sys- 
tem between Washington, D. C., Chicago 
and Battle Creek, Mich. After coding and 
timestamping, Speed Mail letters (above) 
are fed to Pitney-Bowes machine that cuts 
letters’ four edges and packs them in a 
locked metal cartridge at rate of 60 a 
minute. (See top right photo.) 


“oe. 


Removing locked 
450-500 letters. 


cartridge containing 


Inserting cartridge of letters into Pitney- 
Bowes machine that extracts, unfolds, 
scans and refolds letters, repacking them 
for temporary storage, at rate of 15 a 


Four Pitney-Bowes Speed Mail machines with Stromberg-Carlson scanners in the Wash- 


ington, D. C., Post Office. 
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Yeoman attaches 
paper master to 
table-top A. B. 
Dick offset dupli- 
cator aboard the 
Polaris missile 
submarine, U.S.S. 
Patrick Henry. 


Offset duplicators 
on the U.S.S. 
George Washing- 
ton and U.S.S. 
Patrick Henry turn 
out 10,000 copies 
a week when the 
missile subs are at 
sea. 





Undersea Duplicators 


The sub’s offset duplicator prints Plans 
of the Day, notices, instruction manuals 
and daily illustrated newspapers for the 
craft’s personnel. 
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New operations office building of Government Employees Insurance Co. in suburbs 
of Washington, D.C., was designed by Vincent G. Kling, architect, and built by 


Turner Construction Co. 


New GEICO Building in Chevy Chase, Md. 


Glass-walled wing 
or pavilion, ex- 
tending over ter- 
raced approach to 
the building, 
houses cafeteria 
which comfortably 
seats 446. (See 
page opposite.) 
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This view of a 
clerical work area 
shows how mov- 
able partitions cre- 
ate private offices 
within the oper- 
ating division. 








ce Wie (4 dees See 
Large, open work areas in the new GEICO 
departments on the same floor. 


Electronic com- 
puters are in a 
room sealed off 
from the rest of 
the building. Spe- 
cial flooring re- 
duces vibration 
and room has its 
own = aircondition- 
ing system. 














Pope John XXIII 
received a special 
model Gestetner 
stencil duplicator 
at a_ presentation 
in the Vatican 
Salon by members 
of the Gestetner 
family and Gestet- 
ner Corp. Demon- 
stration subject 
was a portrait of 
the Pope _trans- 
ferred from origi- 
nal art to a stencil 
by the Gestefax 
electronic process. 
The Vatican has a 
battery of Gestet- 
ner machines. 


ti > ei 
(oe be . | 
boONE an a SF 


R. R. Cool, assistant treasurer, T. B. O’Toole, Inc., Wilmington, Dela., believes too 
many executives rely on mental arithmetic. and don’t realize how prone they are to 
errors. He points out that, out of 100 mental computations, at least five are probably 
wrong. “If he doesn’t have a calculator of his own, and if he’s smart, he’ll take the 
figures to a figuring machine operator,” says Mr. Cool, who has his own Victor auto- 
matic printing calculator. 
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a : 
Visitors to the U.S. exhibit at the 16th International Trade Fair in Casablanca, Morocco, 
received souvenir photo-stories about King Mohamed V produced on a Model 360 
A. B. Dick offset duplicator. NuArc Co. provided its Model FT-24 fliptop platemaker 
for making the offset plates. Over a million people viewed the demonstration in the 
U.S. pavilion. 


Dause L. Bibby, 
president, Reming- 
ton Rand Diiv., 
Sperry Rand 
Corp., with over- 
seas winners of 
Remington Rand’s 
Miss Secretary 
contest. The ladies 
are: Mrs. Rosario 
Rodriguez, Argen- 
tina; Mrs. Claire 
Douesnard, Can- 
ada; Miss Eile 
Strino, Italy; Miss 
Julia Hanson, 
Great Britain; Mrs. 
Mary Salinas, Co- 
lombia. 
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Audio Timekeeping 


When a production worker (right) at Na- 
tional Electric Welding Machines Co., 
Bay City, Mich., begins his day’s assign- 
ment, he picks up intercom phone and 
reports his presence, clock and job num- 
ber, and the time. In accounting office 
(below) worker’s voice is recorded on 
magnetic tape. When he finishes a job, 
worker again phones in to complete the 
taped record. Timekeeper (below) tran- 
scribes taped records to accounting sheets. 
There are 15 intercom stations for work- 
ers, any of which can be connected to 
one of four tape recorders. System uses 
24-hour clock in increments of tenth-hours 
beginning at 7 a.m. with start of day shift. 
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You're seeing a miracle 


Smathers is smiling! 
‘Erase Without a Trace’’® with A.W.Faber’s 





GRASER S7IK 


The original pencil shaped grey eraser 
— always the best point for erasing. 





Is it fair to call your superior an “old grouch” because he 
refuses to sign letters with erasures that show ghosts and 
sloppy strikeovers? 


But now Smathers is all smiles. His secretary has dis- 
covered ERASERSTIK. She has just handed him a crisp, spark- 
ling letter he is proud to sign. With ERASERSTIK she was 
able to erase without a trace. It lets you get into tight places 
to remove one letter without blurring the whole word. 


ERASERSTIK will open the door to typing perfection for you. 
Sharpens to the point you prefer—blunt, medium or slender. 
ERASERSTIK with brush, 20¢—at good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER # 4035 


works like magic. Gives you the correct 
point on your ERASERSTIK—then 
stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 
A.W.Faber-Castell 
Pencil Co., Inc., Newark 3, N. J. 
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THE 
VERSATILE 
FARRINGTON 
COLLATOR: 


KEY TO EFFICIENT PAPER GATHERING 


Fast, automatic gathering is the answer to collating in today’s busy offices. 
The Farrington Collator is easy to set up, simple to operate, and has a full 
electric error detection system to prevent “misses” and “doubles.” Vertical 
design mounted on casters makes it a space-saving unit that is easily movable. 


The speed is amazing: 22,500 pickups per hour on the five-station model 
illustrated. Other models available with pickup capacity from 18,000 to 
90,000 per hour. Unlike other collators, it runs so quietly that it can be 
placed in the office without disturbing your people. 


For more information send in coupon below: 


=== ------------------ FARRINGTON 


FARRINGTON BUSINESS MACHINES CORPORATION 
77 A St., Dept. 141, Industrial Center, Needham Heights 94, Mass. 


Please send me more information on the Farrington Collator. 


Name____ a es aha eae 


Company 
Street 


City se Se ae State 
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The Super Kemlon ribbon combines carbon rib- 
bon sharpness with fabric durability. Never before 
has it been possible to achieve such clarity of write 
with a fabric ribbon. Super Kemlon ribbons are so 
thin that 36 yards are actually wound on an I.B.M. 
spool and 24 yards on all others. And yet because 
of its unique new chemical treatment, this miracle 
fabric will absorb more ink and will give more wear 
than any other ribbon ever made. . . cotton, nylon 
or silk. 


FRANKEL 


MANUFACTURING CO. 
Established 1906 
285 Rie Grande Bovlevard + Denver 23, Colorade 


rk, contact 


Crystal Copy Corporation « 4 West 16th St. « New York, New York 


SUPER KEMLON RIBBONS—WITH DUAL SPOOLS 

36 yd. length for I.B.M. typewriters. . $40.00 per doz. 

24 yd. length for all other typewriters $28.50 per doz. 
SEND FOR YOUR TRIAL ORDER TODAY! 


Dealer and Quantity Discount on Request. 








FRANKEL MANUFACTURING CO. 

285 Rie Grande Bivd., Denver 23, Colorado 

Please send me a trial order of SUPER KEMLON typewriter ribbons 
If 1 am not ern gene | satisfied, I will return the unused portion of the 
order and receive credit. 


0 36 yds. for I1.B.M., $40 doz. 

© 24 yds. for all other typewriters, $28.50 doz. 
OR ORG cence » 
DEGREE OF INKING: () Medium (© Medivm Heavy (©) Record (1 Offset 
MAKE OF TYPEWRITER 


Neme 











Firm Name. 
Address 
City. BORG CD imtsmmnnnnis 
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with 


JUST COMPARE! 


Dual Purpose file units are so reasonably 
priced you can afford the permanent pro- 
tection and operational savings of a quality 
record storage system ...and.. . they 
are so attractive and functional they make 
an ideal active reference file. 


ONE FILE FOR BOTH ACTIVE - 
INACTIVE RECORD HOUSING 


Dramatic savings in initial cost . 
maintenance . .. access time . . . space 
utilization . . . expansion ease. 


<a 
Operation 
Drop Handle 
Label Holder a 


Prevents 


nary Pinched Fingers 


Identification 


(=) SAVE SPACE! 
15 For efficient record transfer from active 
reference areas to storage area, simply 
exchange the fully loaded file unit with 


on empty unit from your storage area 
. it is fast, practical, economical. 


ADD AS MANY 
UNITS AS YOU NEED 





2 
Ue 
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Vania DUPLICENTER 


with electronic automation 


ACCESSIBILITY IS THE KEYNOTE 


As the operator sits at the DUPLICENTER, every necessary movement takes 


place within easy reach. Controls are simplicity itself. Pedals leave hands fre¢ 


to vick up forms. The DUPLICENTER performs its functions smoothly, af 
most soundlessly with a minimum of human effort. Here is a duplicator that 


delivers completed copies directly in front of the operator at normal eye devel 


She can clearly see the finished work ... may quickly and easily remove the 
copies without rising from her chair or changing her comfortable position. A 


time study would rate the DUPLICENTER efficiency plus 


ELECTRONIC FEED !IS THE FEATURE 


Klectronic Feed ‘by Standard is the latest and finest Improvement in ape ate 


of systems duplicating. In office paper work procedures there are many cas¢ 


where hand feeding is preferred but speed is essential]. With Electronic Fee 
forms advanced casually or quickly, will instantly activate the duplicator. pro 
viding perfect copies in precise registration. Electronic Feed actually correct 


any minor errors in aligning the paper lets the operator set her own speed 


or cadence. With equal dispatch, it handles forms of varying sizes and weights 


from small coupons and punched cards to large 13.x 14 inch sheets 


o 

@ Magnetic Block-out Slot pre 
ry : vides quick, easy*method to cover 
any portion of: master not to be 
reproduced on certain copies. 

@ Machine stops automat 
electronically, at the enc 
or if, for any reason, an operat 


error in feeding occ 


@ An outstanding c6nvenier 





feature ROR coluslohilame lake Mm oll -tahabae 
fluid supply pumped from the or 
Yoh MmeKoni Kola Mminvii> Me <olahiel tal: 


Colorful brochure free on request. 


STANDARD DUPLICATING MACHINES CORPORATION 
For More Information Circle No. 434 Everett 49, Massachusetts 

















Makers of the world famous 

patented “‘STA-CLEAN” metallic 

protective - coated master units 
U.S. Pat. 2,671,734 





For somewhat over a year now, Rose has been a member 
of the Bemis Bro. Bag Co. corporate family. Our “adoption” 
has proved a most satisfying experience. Expanded and im- 
pressive research and engineering facilities are now available, 
making possible an even more aggressive new product de- 
velopment program. 


We hasten to point out, however, that there has been no 
change in the management or personnel of the Rose Ribbon 
& Carbon Mfg. Co., Inc. Your orders today, as in the past, 
are filled under the supervision of the industry’s top team of 
spirit and hectograph duplicating materials specialists. 


We understand your duplicating problems; we have faith 
in our products and our continued ability to serve you well. 


72 


Adolph Rose, President 


ROSE RIBBON & CARBON MFG. CO., INC. 
Harrison, New Jersey, U.S.A. 


A subsidiary of Bemis Bro. Bag Co. 


Specializing in Master Units 
Spirit @ Hectograph Carbon Papers 
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There's a 


TIFFANY STAND 


that's best for your purpose 


GREATEST ALL PURPOSE, com- 
pletely safe, Stand for costly 
office machines. Adjustable open VIBRATION-FREE RIGIDITY. 
top ... noise-escape hatch. Cast- Square, tubular legs. Adjust- 
ings cover retractable casters; able, one piece, open top 
anchor firmly on floor. . » » Noise-escape hatch. 





MODEL 
2500-CA 


(with casters) 


MODEL 
2500-GL 
(with glides) 


EXTRA HEAVY STAND for 


many types heavier, elec- PHOTO COPYING...DUPLICATING 
trically operated, office MACHINE TABLE. Precisioned con- 
machines. Square, tubular struction; heavy steel for insured 
legs. Solid steel top, under- rigidity. Top size: 30” wide, 1812” 


coated for sound-vibration deep. Compartments and tray 
abatement. for supplies. 





For further information, write Dept.O 


5] TIFFANY’ STAND CO. 


7350 FORSYTH °¢ ST.LOUIS 5,MO. 
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Worldo fimeot photo- copier... 


at worlds lowest prices! 


SPEED-O-PRINT 


eigars 
Hee 
if 


5 








REDI-PAK CARTRIDGE 

Speed-O-Print’s new exclusive method of 

handling developer fluid. Compact, easy SPEED-O-PRieT CORPORATION 
to use container provides complete clean- CHICAGO 13, ILLINOIS 
liness. Nothing to mix—Nothing to spill. 


For More Information Circle No. 366 
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Worldo fjneot photo COPD... 


at worlds lowest prices! 


model 9B Complete self-contained model for table or 
desktop. Base acc tic paper ejectors*. 
Light-weight; portable; low cost. Clean to use, simple to 
operate. Redi-Pak cartridge fits in back of machine, elimi- 
nating mixing and spilling. Finished in 2 shades of grey and 
trimmed in stainless steel. 





*Paper Sates ond Ejectors Extra 


SPEED-O-PRINT 


Pp oto- Cop ter 





Copits. 0 inches 
by any Cangilt, 


A complete compact Photo-Copying Department — 
No additional working space needed; occupies only 2 
$q. ft. of floor crea. Automatic paper safes and ejectors* 
fit into top of cabinet for maximum convenience, Cabinet 
also provides ample room for collator rack (extra equip- 
ment) ond contains shelves for storage of reproduction 
supplies ond additional working area. Complete Redi- 
Pak cortridge fits into back of machine. No unpacking, 
no mixing, no pouring. Simply connect clean, dry plastie 
tube. 


“Paper Safes and Ejectors Extra 
Now even the smallest office con enjoy quality photo- 
copying with this portable, lightweight unit that con be 
Perfect 


used onywhere. ms * Low cost » 
Simple to operate. Copies any document of ony length 


ond up to 9” wide. 
gg” 


SPEED-O-PRINT CORPORATION 
CHICAGO 13, MLINOIS 
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WHAT FACTORS DO YOU WEIGH... 


when purchasing a duplicator? 


SINGLE LEVER 
OPERATION 


In one simple 
movement, mas- 
ter is clamped, 
fluid released, 
impression roller 
engaged. The 
same action when 
reversed, releases 
the master, stops 
fluid flow and 
releases all roll 
pressures. 


MARGINAL 
ADJUSTMENT 


Even when Copy- 
rite Duplicator is 
in motion, top or 
bottom posi- 
tioning can be 
changed by mere 
movement of the 
Margi Set. 


Ask for 
demonstration 
today— 


Send us your name ona 


LOOK AT 
THESE 
FEATURES: 
1. Automatic Feeder 
2. Single Lever Control 
3. Built in Reset Counter 
4. Clockwise Operation 
5. Delivers Copy Face Up 


6. Raise and Lowering Copy 
Control 


7. Automatic Fluid Control 
8. 5-Position Color Control 
9. Easy Side Paper Guides 


10. Modern Design —Har- 
monizing Color and Finish 


post card. We'll arrange Silver Streak 


a demonstration in your . : MODEL SS-1 
office without cost or 
obligation. 


* 
-nlle 1201 CORTLAND STREET 
CHICAGO 14, ILLINOIS 


WOLBER DUPLICATOR AND SUPPLY COMPANY 
For More Information Circle No. 433 
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Vari per 


. 


a. 


office-produces’ work like this wy 


Just give your VARITYPER Operator 
a rough layout of your planned booklet, 
literature or ruled form. She will give you 
a finished, professional-looking job with 
its attractive variety of type styles, ruled 
lines and squared margins...all produced 
on ONE VARITYPER Machine. Instantly 
changeable type styles and sizes, auto- 
matic line ruling and margin-squaring make 
it possible. The job can be done on a di- 
rect master or prepared for paste-up. 


This entire advertisement 
was prepared on VARITYPER 
equipment. The body copy was 
written on the VARITYPER 
model, illustrated here, and the 
headlines were photo-composed 
on the HEADLINER machine. 


the machine with 1,000 faces 


a Rae WME os : 


Varilyper [ orpora tion 


720 FRELINGHUYSEN av 
NEWARK 12, NEW JERSEY! « 





PLEASE READ THE DETAILED INSTRUCTIONS ON THE REVERSE SIDE OF THIS FORM 





GIVES YOU THE 

BEAUTY AND VERSATILITY OF 
Typesetting...! 
WITH THE BASIC SIMPLICITY 
AND ECONOMY OF 


Typewriting...! 


Mail this coupon for 
illustrated literature 
and specimens. 


WPTTTTTITITITITTT TTT tL 
Please send me VARITYPER Book D-1 


For More Information Circle No. 252 





A beautiful way to improve office work 


The new Shaw-Walker Skyline Desk 
has an ingenious arrangement of six 
clutter-proof* drawers that really 
helps the office worker do more— 
easier. Makes an amazing improve- 
ment in neatness and efficiency. 





Your Shaw-Walkerman can show 
you how Skyline furniture will bring 
both new beauty and greater work 
output to your office. You will find 
him in the phone book. Or, write for 
our colorful new brochure, “Skyline 
Clutter-Proof® Desks.” 


SHAW-WALKER 





Specialists in Office Time-Savers Since 1899 
MUSKEGON 80, MICHIGAN 


*A marvel of convenience, these six “clutter-proof” 
drawers eliminate desk top clutter and desk drawer 
hodgepodge. There’s specific in-drawer space for 
everything you use. Even four letter trays and a 
wastebasket are in the drawers. 





Know Your Bearable > 
Margin of Error 


CARL A. BIMSON 


President, American Bankers Assn. 


President, Valley National Bank, Phoenix, Ariz. 


N A TRIP from Phoenix to Boston 
I had to change planes at Chicago. 
I was 30 minutes late arriving at Chi- 
cago, but this still left me plenty of 
time to catch the Boston flight. How- 


ever, had I been an additional 30 min- 
utes late I’d have missed the Boston 
flight and, to say the least, would have 
been seriously inconvenienced and em- 
barrassed. 

This trivial incident brought to my 


mind a management principle that often 
needs more objective consideration than 
it gets: the margin of error which is 
acceptable in each management deci- 
sion and that which is not. An appli- 
ance manufacturer may buy new ma- 
terials and advertising, hire salesmen 
and plant workers, based on a market 
forecast of 200,000 units. I am sure 
he accepts such a figure as an approxi- 
mation, fully aware that actual sales 
will be somewhat more or less, and 
that his plans and financing are flexible 
enough to make a profit if sales are a 
bit lower or fill orders if sales are some- 
what higher. But somewhere on the 
underside he will be in serious trouble 
—anywhere from a profitless year to 
bankruptcy. Somewhere on the over- 
side he will be an unhappy man—any- 
where from just sorry about disappoint- 
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ing his suppliers to being criticized by 
his board for missing an opportunity for 
more sales and more profits. 

These simple facts are well known to 
all of us—maybe so well known that 
we pay them little respect. But they 
come into greater prominence with 
automated, integrated and electronic 
data processing. This effect is two-fold. 
To take the simplest first, the use of 
new equipment and techniques in our 
offices for existing clerical functions is 
such a great change that a smaller rela- 
tive margin of error is permissible than 
in past accounting changes. In the old 
days, we could be totally wrong in buy- 
ing a new bookkeeping machine or in- 
stalling a new inventory control system. 
The results may have caused embarrass- 
ment, confusion, overtime and extra 
expense. But even a big error, rela- 
tively, could be absolved in the total 
company picture without disaster, or 
maybe even without customer or top 
management knowledge! 

This is hardly true of any company 
that installs a computer. The impact 
of a computer installation, even in a 
large company, is so great in its effects 
on organization, workflow, employees 
and product—not to mention profits— 
that failure to achieve expectations is 
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almost impossible to hide, and equally 
difficult to correct. 

Certainly this doesn’t mean that a 
company should not have a computer. 
Such a decision should be based, not 
only on the proposal submitted and 
whether prepared by supplier, con- 
sultant, staff or any combination of 
these, but on a careful review of the 
bearable margin of error possible in all 
such prognostications. If the costs of 
a reasonably possible margin of error, 
in terms of dollars or morale, is not 
bearable or reduces the odds to too low 
a point, management must be prepared 
to say, “No.” 

I fully appreciate the possibilities of 
an error in the good direction as well, 
and an aggressive, dynamic manage- 
ment must also inspect this side of the 
coin. Had my flight arrived in Chi- 


cago 30 minutes sooner that day, it 
wouldn't have enabled me to get to 


Boston one minute earlier; but had I 
arrived an hour ahead of schedule I 
could have caught an earlier flight to 
Boston and had an easier trip. The 
potential extra profits from a computer 
due to a margin of error may be greater 
in degree than the loss from an error 
in the other direction. One of the re- 
sponsibilities of management is to be 
able and willing to take a properly cal- 
culated risk. 

The second way in which computer 
technology will affect us all is related 
to the first, but quite different. It will 
permit us to estimate the probable mar- 
gin of error in our predictions, and to 
calculate the effect of such errors in our 
businesses. The appliance manufac- 
turer will be able to gauge the effect on 
his 200,000 unit sales predictions of 
many factors that may affect sales- 
weather, price, advertising expense, size 
of sales force, competitive advertising, 
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etc. By painting these factors black, 
gray or white he can forecast a range 
of sales instead of just a total. More- 
over, he can adjust his predictions as 
the year progresses; thus have lead time 
to take whatever action is appropriate. 
The mathematical formula for making 
such estimates have been known for 
some time, but computers have made 
their application practicable; experience 
and study are making them more re- 
liable. I agree with those who predict 
that, in the long run, this computer ap- 
plication will have more significance 
than performing existing clerical and ac- 
counting functions. 

These principles, of course, apply to 
fields other than manufacturing and 
marketing. They apply equally well to 
inventories, investments, capital funds 
and research efforts. And they are just 
as essential in small businesses that 
want to grow as they are in huge 
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established concerns. This point is im- 
portant. It means that companies too 
small to use computers can still use 
these concepts to advantage. 

Computers have caused a new in- 
tensity of interest in predicting a range 
of results, and with modifying the pre- 
dicted results by varying the estimated 
influential factors. This effort has also 
clarified the principles to the point 
where results often can be obtained 
without computers. At the very least, 
computer technology has pointed up 
the need to consider variables which 
could cause results better or worse than 
a single, simple prediction. The ad- 
vent of computers has emphasized the 
desirability—even the necessity—of 
full appraisal of the negative margin of 
error which a company can afford, or 
the plus margin which may make tak- 
ing the risk a good management deci- 
sion, 
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When the count is three-and-two, there’s no margin for error. 
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Motivation, Innovation 
And Supervision 


GEORGE H. RODERICK 


President, Armed Forces Management Assn. 
Assistant Secretary of the Army (Financial 
Management), Washington, D. C. 


HERE ARE A NUMBER of im- 

portant areas in which a successful 
supervisor must function well. I should 
like to advance some thoughts on two 
specifically: motivation and innova- 
tion. How does one motivate others? 
We think immediately of force, fear, 
authority, persuasion, reward, satisfac- 
tion. The advantages and disadvan- 
tages of these are fairly obvious. I will 
discuss several prerequisites of motiva- 
tion which may be more meaningful 
to us. 


The first of these is setting an ex- 


ample. To those of us who are man- 
agers, this fundamental principle of 
leadership will be recognized. Subordi- 
nates’ responses to their chief’s wishes 
are strongly influenced by their ap- 
praisal of his personal conduct. Effec- 
tive men of action everywhere, regard- 
less of where they work or for whom 
they work, are motivated to carry out 
the wishes of a supervisor if they re- 
spect him as a true man of courage, 
honesty, square dealing and _ high 
standards of personal conduct. 

In the Armed Forces where there 
is a premium on leadership, a list of 
the outstanding qualities common to 
great military leaders was prepared 
several years ago. I should like to 
quote these qualities for you: “quiet 
resolution,” “the hardihood to take 
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risks,” “the will to take full responsi- 
bility for decisions,” “an equal readi- 
ness to take the blame when things go 
adversely,” “the nerve to survive the 
storm and disappointment and face 
each new day with the score sheet 
clean, neither dwelling on one’s suc- 
cesses nor accepting discouragement 
from one’s failures.” These I believe 
are attributes of leadership which, if 
cultivated and developed, will go a 
long way in motivating others to do 
our bidding out of respect for us as 
leaders. 

The second prerequisite to motivating 
personnel is a manager’s ability to un- 
derstand people. Thus we learn how 
best to get them to work and cooperate 
with us to accomplish the mission, and 
so we tap a far greater proportion of 
their latent capacity or potential. While 
a manager has a right to expect a high 
degree of loyalty, teamwork and job 
performance from his personnel, people 
do not ordinarily operate at maximum 
effectiveness on their own initiative. 

Fundamental to understanding people 
is the realization that people are not 
just resources, but vital creative beings 
with hopes, aspirations and needs. All 
of us to some degree need praise when 
merited. We need help to achieve de- 
sired goals and the opportunity to make 
suggestions and express grievances. We 
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need to know how we stand with our 
supervisors, to have information on 
plans and future changes and to feel 
assured that our abilities and efforts 
are appreciated. Recognition of these 
emotional needs is part of the under- 
standing of people. Fulfillment of these 
needs by the manager will help motivate 
us as individuals to achieve the desired 
objectives. 

Understanding people also entails an 
appreciation of their intelligence, educa- 
tion and experience to make the best 
use of their available talents. The man- 
ager has a better chance of success if 
he gives infinite consideration to the 
dignity of all men. He may discipline 
himself to further the growth of his 
subordinates and give them some mark 
of his thoughtful regard. A rich under- 
standing of humanity, rather than any 
genial slackness, allows one to keep a 
tight hold on discipline. Subordinates 


must feel a warmth of confidence in- 
stead of a chill of fear. 

A third prerequisite of motivation 
lies in assignment of responsibility and 
delegation of authority. If a manager 
cannot do this, or if he is distrustful of 
all actions save his own, he cannot 
exercise good supervision. He must 
delegate authority commensurate with 
the responsibility. The subordinate must 
know he has the support of his man- 
ager and the authority required to carry 
out his assigned responsibility. If and 
when a subordinate makes a mistake 
or a poor decision, the manager should 
afford him both understanding and fair 
judgment. If he takes away the subor- 
dinate’s authority or reprimands him 
unjustly, the subordinate will resent it 
and fail to develop properly. Conse- 
quently, his effectiveness and produc- 
tivity will decline. Unfavorable results 

(Continued on page 328) 
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“Where’s there’s a will, there’s a way,” best describes motivation and innovation. 
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Teach Management 


To Apply Equipment 


KEITH DeLASHMUTT 


President, Systems & Procedures Assn. 
Production Staff, R. R. Donnelley & Sons Co., Chicago. 


ANY ADVANCES in office auto- 
mation were seen in the year 
1960. More than 1300 persons at the 
International Systems Meeting in New 
York witnessed these advances first 
hand. When management and systems 
people from business and industry con- 
verge on the Cleveland ISM next Oc- 
tober 9, there will be many more tech- 
nical advances on display. Systems peo- 
ple have been diligent in learning what 
manufacturers have developed so well. 
Now the important responsibility of 
systems people is to educate all levels 
of management on the practical appli- 
cations of these technical develop- 
ments. 

Properly conceived, good systems en- 
able management to meet its predeter- 
mined objectives. These objectives must 
be stated by every modern business and 
it is good management practice to go 
through the strain of searching and se- 
lecting the best set of business objec- 
tives. Once objectives are set, then 
comes the planning, coordinating and 
controlling of operations so that the ob- 
jectives are attained. An important in- 
gredient in the management process is 
the design and execution of an ade- 
quate system of handling management 
information. The information system 
must be capable of generating, proc- 
essing’ and reporting only that data 
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which is significant in terms of making 
decisions. The system, if it is to be of 
maximum benefit, must eliminate the 
gathering, transmission and retention of 
unnecessary information. The system 
should improve the timeliness, accuracy 
and completeness of necessary data. 

Ample opportunity exists in most 
businesses for improvement and refine- 
ment of information reporting. First, 
there is the chance to obtain improve- 
ment in data processing of routine in- 
formation necessary to operate on a 
day-to-day basis. But more important 
than the consistent, regular reporting 
of statistical and historical data, there 
is the need for information to be ex- 
tracted and digested from operational 
reports so that top management is bet- 
ter able to re-plan its objectives on a 
longer-range basis. 

Systems’ responsibility to manage- 
ment includes further development of 
management attitudes favorable to total 
systems and further exploitation of the 
proven principle of management by ex- 
ception. More significant managerial in- 
formation should be reported on an ex- 
ception basis, enabling top management 
to coordinate, control and evaluate the 
performance of its operational manage- 
ment. Perhaps the deluge of large quan- 
tities of information on a faster time 
schedule can be replaced by more sig- 
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nificant information on which manage- 
ment action is more timely. 

Systems people have a responsibility 
to emphasize the economic analysis of 
the supply and demand for managerial 
information. When the quality of re- 
quired information has been deter- 
mined, then channels can be provided 


to furnish it at lowest cost. Continuing 
improvement of products and ideas is 
necessary; even more important is the 
continuing education of all levels of 
management on how to apply these 
technical advances resulting in more 
useful systems of management informa- 
tion reporting. 


Cost Reduction for the 
Large and Small Office 


HAROLD B. MAYNARD 


President, Assn. of Consulting Management Engineers. 
President, Maynard Research Council, Pittsburgh. 


N THE COMPETITIVE period 
ahead, management must be more 
concerned with the control and re- 
duction of costs. Profit margins, al- 


ready narrow, can be mantained only if 
strict attention is paid to every item of 
cost to find ways and means of making 
savings. 

The office often proves a fertile field 
for cost reductions, particularly if 
methods have not been studied recently. 
No company, large or small, can afford 
to neglect office methods studies. Reali- 
zation of this is causing the more pro- 
gressive companies to establish formal 
cost reduction programs in their offices. 
The results are always gratifying and 
often impressive. 

There is a tendency to think at once 
of office automation and the use of 
computers. Certainly the marvelous 
electronic devices can, under proper cir- 
cumstances, bring about substantial cost 
reductions. But they are also expen- 
sive to install and use. If cost reduc- 
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tion and office automation were synony- 
mous, smaller offices would feel there 
is little or nothing they could do to 
reduce costs. This is a mistake. Most 
experienced management consultants 
take a conservative attitude toward of- 
fice automation. They recognize its 
great value in some situations, but insist 
that each new situation be studied and 
analyzed before autoination is pre- 
scribed. 

Several members of the Assn. of 
Consulting Management Engineers, for 
example, have consistently advocated 
that a careful methods analysis, using 
tested industrial engineering techniques, 
be undertaken before any decision is 
made on whether or not to automate. 
This makes sense. It is obviously 
sounder to identify unnecessary work 
and eliminate it altogether than install 
a machine to do it more quickly. 

Office routines have a way of multi- 
plying spontaneously over a period of 
time. If the boss once asked for ten 
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Trim those ‘alibi’ files and cut costs. 


copies of a monthly report for which 
five copies were normally sufficient, ten 


copies are likely to be made from then 
on. “Alibi” files multiply as clerks seek, 
through the accumulation of records, to 
be able to prove they did their part of 
the job properly if a question ever 


arises. Unnecessary work means un- 
necessary workers, unnecessary super- 
visers to direct them and unnecessary 
personnel, payroll and other supporting 
services. 

In seeking cost reductions, begin at 
the beginning with the time-proven 
question, “Why?” Why is the operation 
being performed? Is it necessary? What 
would happen if it were eliminated? If 
it must be performed, why in this par- 
ticular way? Can it be combined with 
some other operation or performed by 
some better method? These questions 
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are as applicable to the small office as 
to the large one. 

The why question and appropriate 
variations of it will eliminate unneces- 
sary work and lead to development of 
better methods of performing necessary 
work. But cost reduction activities 
should not stop at this point. It is often 
easier to develop and install a new im- 
proved method than to insure that the 
new method will continue to be used 
in the months and years ahead. Person- 
nel changes involving office workers or 
supervisors, or both, lack of adequate 
training or just plain carelessness in fol- 
lowing up tend to cause a regression to 
less effective methods. 

One of the most effective ways to 
maintain the continuing use of good 
methods is by establishing control 

(Continued on page 326) 
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The Expanding Scope 


of Business Budgeting 


ARTHUR D. MOOR 


President, National Society for Business Budgeting. 
Budget Manager, United Air Lines, San Francisco. 


HROUGHOUT THE NATION, in 

large corporations and small com- 
panies, budgeting is becoming increas- 
ingly important as an instrument for 
expressing and carrying out the ob- 
jectives of management. As a rule, 
management’s ultimate aim is the at- 
tainment of a reasonable profit. The 
requirements to reach this profit ob- 
jective are found with increasing fre- 
quency to be basic elements in a com- 
pany’s budget program. Coordination 
of the planning effort of the various de- 
partments within a company, control of 
expansion, definition of policy and many 
other facets of management are brought 
together and crystallized in a well inte- 
grated budget plan. 

The vital role of budgeting in mod- 
ern business demands qualified and 
competent budget personnel. Ten years 
ago some farsighted budget executives 
formed the National Society for Busi- 
ness Budgeting to exchange ideas, dis- 
cuss mutual problems and develop pro- 
fessional competence. Today, the so- 
ciety has grown to 47 chapters and a 
membership of 1400 drawn from all re- 
gions of the country. Each present 
member is responsible for an important 
phase of budgeting in the company or 
organization he represents and, in many 
instances, is the budget officer. The 
companies include those that are well 
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established in the field of budgeting and 
those just beginning to develop a formal 
budget program. 

The opportunity for person-to-person 
contact with competent men active in 
budgeting has always been an impor- 
tant advantage of membership in NSBB. 
Such contacts contribute to the growth 
of the individual and to the budgeting 
profession as a whole. Many budget 
executives today find that our chapter 
meetings provide an opportunity to ob- 
tain new ideas and improved budgeting 
practices and techniques which are es- 
sential to meet the increasing demand 
for competence and skill in this field. 

Improving management’s  under- 
standing of how budgeting can be used 
as a tool for decision making is fre- 
quently presented at chapter meetings. 
It is also included in articles published 
in Business Budgeting, the society’s pub- 
lication. 

Budgeting in the field of education is 
another area receiving increased empha- 
sis by the professional budget man. In 
the near future, NSBB will publish a 
textbook, Managerial Budgeting, which 
will bring to colleges and universities, 
as well as businessmen, current think- 
ing relative to budget philosophy, prac- 
tices and techniques. All of the ma- 
terial published in this book has been 
developed by members and two mem- 





bers with academic backgrounds have 
served as editors. 

The society is striving to stimulate 
interest in sound budgetary and fiscal 
procedures in government at the local, 
state and national level. At a recent 
annual conference, Maurice Stans, Di- 
rector of the Budget of the U. S., em- 


phasized the need for good budgetary 
control and balancing of federal income 
against expenditures. NSBB has a com- 
mittee working in this area. The role 
of budgeting is continually expanding to 
encompass facets of management which 
range from coordination to planning 
and execution of the plan. 


How to Cooperate 
With the Auditors 


LOUIS H. PILIE, CPA 


President, American Institute of 
Certified Public Accountants. 
Partner, Barton, Pilie, Hughes & Jones, New Orleans. 


ACH YEAR, medium and large 

size corporations across the coun- 
try open their doors—-and their books 
—to teams of auditors from certified 
public accounting firms. For days, 
weeks and sometimes months, audi- 
tors move about a company checking 
inventories, accounts receivable and 
numerous other financial transactions. 

The very nature of their work brings 
them in close contact with office rou- 
tine and yet, as an office executive, you 
may have little or no contact with them. 
Still, I think it important that you un- 
derstand the auditor’s function, for 
there is much you can do to help make 
the annual audit a smooth operation. 
In the process, you might contribute to 
reducing the cost of the audit for your 
company. 

The efficiency of the office staff is 
ceriainly one of your prime concerns. 
Of necessity, auditors are going to in- 
terrupt the normal flow of work to 
some extent. 
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The efficiency of the auditors is also 
important. They are highly trained, 
experienced professional people and, 
as such, they earn a respectable fee. 
They are not interested in lingering in 
your office longer than they have to, 
but sometimes they encounter delays in 
getting information. 

A cooperative spirit between employ- 
ees and auditors is a tremendous help. 
It enables the auditors to accomplish 
their tasks faster, at less cost, and with 
minimum disturbance to office routines. 
You can be of significant help to bring 
about this cooperative spirit. 

It is natural for humans to resist hav- 
ing outsiders look over their work, but 
resistance from employees can hamper 
the auditor’s work. I believe if em- 
ployees understood why the company 
invited a certified public accounting firm 
to conduct an audit, and what it is the 
auditors do, they would willingly co- 
operate. 

(Continued on page 324) 
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The Bank’s Guide 


To Automation 


ARTHUR C. SUHRBIER 

President, National Assn. for Bank Audit, 
Control & Operation. 

Auditor, Continental Illinois National Bank 
& Trust Co., Chicago. 


ANK MANAGEMENT stands on 

the brink of a banking revolution. 
Within its grasp is the opportunity 
to lower operating costs and interest 
rates, and raise dividends and earnings 
whiie improving their competitive posi- 
tion. But improper planning can re- 
sult in mistakes that could cause a tre- 
mendous loss of time and money. In 
most computer installations in industry, 
substantial savings have resulted from 
doing something that was never done 
before or doing something better than 
it was ever before possible. Examples 
of this can be’ found in inventory and 
production control. 


In banking, however, the only direct 
saving that a computer can accomplish 
is in Clerical time and costs. Banking’s 
problem is one of volume of paper- 
work and the success of automation is 
possible only through cost analysis. A 
knowledge of present costs will indicate 
to management the degree of mechani- 
zation it can afford. 


The banker’s most important job is 
to produce the most efficient system pos- 
sible for his bank. The equipment he 
selects is secondary and there need be 
little concern about equipment failure 
or inadequate design. When failures 
occur, they are generally failures of 
management at some level of research 
in preparing for automation. 


» 
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Management’s decisions and respon- 
sibilities in bank automation begin with 
the thought, “Shall we investigate the 
advantages of automation for our 
bank?” It is management’s responsibil- 
ity to take the first step and decide, 
“Yes or no.” If the decision is in fa- 
vor of pursuing the subject, the next 
step is to appoint a steering committee 
or research group of members of the 
bank’s staff, including a representative 
of the audit department. 


When the committee is organized, 
management issues its mandate and 
establishes the ground rules to govern 
the feasibility study. This includes 
areas to be investigated and policy de- 
cisions regarding what changes in pres- 
ent operations and administration may 
be considered. For example: Should 
the committee solicit proposals from 
manufacturers? Would management 
consider adoption of a short form bank 
statement? Any restrictions as to leas- 
ing or purchasing new equipment? No 
sense investigating advantages if bank 
policy precludes consideration of some 
alternatives. 

Frequently, while the committee is 
gathering data, they will encounter seri- 
ous obstacles that must be referred to 
management for decisions. These in- 
clude policies affecting customer rela- 
tionships and good will, employee 
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morale, personnel requirements, poten- 
tial systems changes that will affect de- 
partmental relationships and might well 
result in mergers of departments. 

If the feasibility study produces an 
affirmative answer to the “to do or not 
to do” question, then management is 
faced with a decision regarding the de- 
gree of sophistication it wishes to at- 
tain, or the degree economically justi- 
fied. 

The committee will report to manage- 
ment on several alternative procedures. 
This will be an extremely complex pat- 
tern for management to choose from. 
For example, costs, advantages and dis- 
advantages of leasing and purchasing; 
availability; servicing; special purpose 
vs. general purpose equipment; costs of 
conversion; costs of supporting equip- 
ment. The report will outline the ad- 
vantages of Brand X and Brand Y with 
partial automation, or Brand Z with 
complete automation of all processing 
functions. 

Armed with this information manage- 
ment must decide the plan to follow, 
or a combination of a couple of plans, 
or to wait and do nothing at present. 
Management must simultaneously weigh 
the intangibles involved: effect on cus- 
tomers, cost to operate after installa- 
tion, how long it takes to get started, 
effect on personnel, change of forms, 
need to supply customers with new 
checks, need to sacrifice some econo- 
mies for customer satisfaction. Typical 
of the problems faced at this time is 
deciding whether a choice of Plan A, 
based on X equipment and a decision 
to automate only the demand deposit 
function will be adaptable to future ex- 
pansion, with perhaps the addition of 
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the trust department at a later date. 


An important consideration is 
whether to purchase or lease equipment. 
Here there are considerations of pro- 
tection against obsolescence that leas- 
ing offers as opposed to tax advantages, 
and the fact that amortized cost of pur- 
chase is usually less than lease. But 
then there is the cost of the money in- 
vested in purchased equipment to be 
considered. Generally, before reach- 
ing a decision regarding the equipment 
to order, a consultant is called in to 
double check the findings of the bank’s 
research group and verify the study. 
This gives management another tool to 
use in making its decision. 

While this is going on, management 
can entertain such thoughts as the prob- 
ability of much of their present equip- 
ment being obsolete and unnecessary 
with the addition of a computer. Book- 
keeping machines are an example. 


Well up on the list of important 
topics facing a management that is 
considering a mechanization program is 
the time necessary to recover their in- 
vestment. Naturally the term depends 
on whether the equipment is leased or 
purchased and the annual net savings 
that can be achieved on an expense 
basis applied against out-of-pocket 
costs. (That is, of course, taking the 
cost of money into account.) 

By the time the bank’s order is placed 
for equipment, management needs a 
new committee: the installation plan- 
ning group which must help manage- 
ment determine how soon the new pro- 
gram can be started. A wrong manage- 
ment decision at this period is perilous. 
This is no crash program—an installa- 


(Continued on page 321) 
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Factors That Reduce 


Office Expense 


R. J. WAGNER 


Chairman, Accounting Div., Assn. of American Railroads. 
Controller, Louisville & Nashville Railroad Co., 


EPLACEMENT OF manual meth- 

ods with electronic and other 
modern machine operations has re- 
sulted in large savings in office expense. 
But there is much work still done that 
does not well lend itself to machine 
methods. It is primarily to this class of 
work, including the operation of all 
these machines, to which this article is 
pointed. 

First of all, the layout of an office 
should be carefully planned so that 
nonproductive time is reduced to an 
absolute minimum. Records, to the ex- 
tent practicable, should be in easy reach 
of the employee making use of them. 
Too often, this is left to the whim or 
opinion of each employee, who has no 
responsibility for coordinating office 
activities as a whole, and considers only 
the effect on himself. Thorough study 
by someone completely familiar with 
all operations of the office, and who is 
responsible for results, will bring forth 
the best planning. In a large office, a 
great amount of time and study is 
required to develop the.one best plan; 
and even such a plan, with the changes 
that are constantly occurring, must be 
altered from time to time. 

After the plan is once established, 
quite often no one thinks about it 
thereafter. Planning embraces workflow, 
types and designs of desks and office 
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chairs, close access to working records, 
and all other factors affecting time con- 
sumption. Years ago, clerical time was 
inexpensive and its waste didn’t add up 
to much. Today, the waste of every 
minute of clerical time amounts ap- 
proximately to five cents. I daresay that 
investigation in many offices where 
office management is not the definite 
and continuing responsibility of an ex- 
ecutive, would disclose that substantial 
savings could be accomplished. Therein 
often rests the worst fault. 

The insidious thing is that an office 
can function and turn out excellent 
work even with poor management. The 
difference, of course, is in the cost. 
How many offices are there in which 
time studies of every assignment is a 
matter of continuing study? It would 
probably be surprising to see how few 
have made, and continue to make, thor- 
ough studies. Any successful manufac- 
turer knows with reasonable exactness 
the time required to perform operations 
entering into the cost of the article 
produced in his plant. It is just as log- 
ical that the head of an office should 
know what it costs to perform certain 
clerical functions. Time studies are the 
one way to determine such costs, but 
they must be thoroughly done. Per- 
functory studies are of little or no value. 

The person in charge of such studies 
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must be a competent and unbiased 
judge of what constitutes a reasonable 
day’s work. He must also be capable of 
deciding whether or not the work is 
being done in an efficient manner with- 
out the red tape that so often clutters 
procedures. He must be able to co- 
ordinate work assignments so there is 
always a reasonable amount of work 
to be performed. He must be able to 
coordinate workflow so that it moves 
smoothly from one assignment to the 
next. Most important of all, there 
should be an assignment of specific 
work or a specific amount of work to 
each individual employee, for which 
that employee is responsible. It is quite 
easy to overlook the cost of office oper- 
ations when the work turned out is of 
high quality. This characteristic tends 
to divert attention from wastefulness in 
clerical manhours. 

Next to be considered are work 
methods. Unfortunately not many em- 
ployees make a serious effort to devise 
simpler, but just as effective, ways of 
performing their work. There are num- 
erous reasons for this, such as an insuffi- 
cient knowledge of the interrelationship 
of their work to that of others, lack of 
imagination, indifference, fear of reduc- 
ing work to the point they might be 
cut off, etc. It, therefore, becomes the 
responsibility of supervisory personnel 
to do this, and all too often they are so 
busy with current duties there is no 
time left for work methods studies. 

In this connection, stationery and 


supplies should receive attention and 
there should be close control of their 
use. Not a large item, but the savings 
from such control on a railroad can be 
well worthwhile. Basically we must ap- 
proach such a problem with the knowl- 
edge that we Americans in general are 
a wasteful people in our own personal 
lives, and this may well carry over into 
the business in which we are engaged. 

There must be management controls 
close to the top in any department or 
subdepartment. Those controls can be 
devised so as not to be burdensome, 
yet be very effective. Most employees 
do their best work if there is reasonable 
surveillance and control. This control 
can manifest itself to the individual 
employee through time and methods 
studies. It is also characteristic of the 
average employee to be interested in his 
own work largely in the measure and 
degree to which his supervisors are 
interested, or manifest an interest, in 
his work. 

Too often we take the easy way out 
by looking to machine systems to ac- 
complish clerical savings, and then rest 
on our oars. Machines will continue to 
produce wonderful results, but let us 
not become complacent. Since much 
work can not be done economically by 
machines, it behooves us to set about 
the task of bringing our nonmachine 
operations, and they are the major part, 
to a point of high efficiency. I believe 
this is a fruitful field of opportunity for 
substantial savings. 
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Cost Control and the 


Public Accountant 


J. EARL WETMORE 


President, National Society of Public Accountants. 
Public Accountant, Oswego, Ore. 


HE PUBLIC ACCOUNTANT en- 

counters an increasing demand for 
management advisory services, particu- 
larly in cost reduction. It is important 
to emphasize that these services are 
advisory. The public accountant will 
make recommendations only and leave 
decision-making to matiagement. The 
term “cost” includes distribution, serv- 
ice, administrative and production costs. 
Studies may lead to installation of com- 
prehensive systems for which the pub- 
lic accountant may seek specialized as- 
sistance. 

When seeking advisory services from 
the public accountant, management is 
primarily interested in improving its 
profit. The most direct way is through 
planned cost reduction and control. 
Only in limited circumstances can com- 
panies increase sales, raise prices or in- 
troduce new products, and obtain lucra- 
tive results. In contrast, all these areas 
can attain quick profits through effec- 
tive cost management. 

In the early part of the program, 
there are four places to look for cost 
reduction opportunities: (1) where 
heaviest costs are located; (2) where 
costs have been increasing most rapidly; 
(3) where costs are not making a di- 
rect contribution to profit yield; (4) 
where loose performance is obvious. 

The best way to initiate a cost con- 
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trol policy is to engage the services of 
supervisors at the inception and de- 
velopment of cost control information. 
For example, when commencing budget 
preparation work, it is a good practice 
to have departmental supervisors sub- 
mit labor and other cost estimates to 
the business manager who will analyze 
the data and, in turn, submit it to the 
controller or treasurer who will review 
the details received from all divisions 
of the company and prepare an over- 
all profit and loss forecast. 


Cost performance reports should be 
issued on a weekly, monthly and yearly 


basis. Budget allowances often used to 
control the actual expenses are those 
which have been established for the 
various levels of production. Actual 
expenditures for report period should 
be detailed. 

Submit to production or departmental 
supervisors all cost data which they 
alone can control. Use of redistributed 
expenses in reports to department su- 
pervisors can be confusing. Therefore, 
the expense should be referred to the 
department where it is first incurred to 
enable the specific department chief to 
exercise full control of the expenditure. 

If it is necessary, for cost control 
purposes, to list redistributed items on 
departmental cost sheets, such data 
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The 60’s Challenge to 
American Business 


GEORGE A. HEWITT 


President, National Assn. of Accountants. 
Partner, Lybrand, Ross Bros. & Montgomery, 


Philadelphia. 


EW WILL QUESTION that the na- 

tion is launched into what may well 
be the most momentous decade of its 
history. With the 60’s barely a year 
old, business has had to face up to sev- 
eral disturbing developments which 
may require dramatic measures in or- 
der that they may be met with vision, 
courage and practicality. Business has 
been forced into a somewhat agoniz- 
ingly critical review of its operations 
and management by recent gyrations in 
the gold market resulting from imbal- 
ance in export-import payments, resist- 


ance to spending in spite of high in- 
come levels, and inventory problems re- 
lated to pessimism, inflationary concern 
and uncertainties of demand. 

It’s obvious that there is no sure way 


of mastering these problems. Business 
must meet the profit squeeze resulting 
from higher costs and reduced sales 
volume. Labor must reconcile and 
justify its annual demands for increased 
wages and benefits with increases in 
employee productivity. Consumer 
wariness, due to uncertainty in the po- 
litical atmosphere and talk of possible 
recession, must be overcome. 

The management accountant can 
play an important role in meeting his 
company’s problems. Within his prov- 
ince lie all the complexities of cost esti- 
mating, control and reduction; and of 
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forecasting, budgeting and profit plan- 
ning. The accountant is familiar with 
the intricacies and opportunities of elec- 
tronic data processing. He is conversant 
with current thinking in such fields as 
marketing and operations research. He 
is acquainted with problems inherent to 
administering fringe benefits and labor 
relations. He must interpret and ap- 
praise operating data, and present them 
to management intelligently and effec- 
tively so that they will be of immedi- 
ate usefulness in making operating 
management decisions. There are, in 
fact, few limitations to the management 
accountant’s function and importance 
to company management. 

The National Assn. of Accountants 
recognizes its obligations to the ac- 
countant and to management, and 
seeks to meet them in several ways. A 
long-range program of research brings 
members a continuous flow of pub- 
lished studies on various problems be- 
ing encountered in management ac- 
counting. The association’s principal 
technical publication, NAA Bulletin, is 
published monthly to provide members 
with general articles and case studies 
on a wide range of topics. Other pub- 
lications, such as accounting practices 
reports and conference papers, are dis- 
tributed at intervals. An expanding 
program of seminar, subject, regional 
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and annual conferences explores an 
ever-widening range of subjects in 
depth and exposes them to top authori- 
ties in management accounting and re- 
lated fields. A technical question-and- 
answer service serves as a Clearing 
house where members may seek solu- 
tions to critical problems facing their 
companies. And the association pro- 


vides incentives and encouragement to 
its 50,000 members in over 160 chap- 
ters and accounting groups to plan fully 
coordinated, annual programs of tech- 
nical meetings, seminars, special edu- 


cational meetings and other activities. 

Thus, the National Assn. of Ac- 
countants endeavors to give every mem- 
ber as much vital information as pos- 
sible to better prepare him to meet the 
demands of his job, help qualify him 
for advancement and increase his use- 
fulness to his company or client—and 
therefore, to American business. 
NAA’s importance as an off-the-job 
adjunct to on-the-job training will help 
management accountants meet their re- 
sponsibilities and the challenges of the 
60's. 


Federal Financial 
Management Processes 


RAYMOND EINHORN 

President, Federal Government Accountants Assn. 
Director of Audits, National Aeronautics & 

Space Administration, 


APID DEVELOPMENTS in data 

processing and other scientific man- 
agement methods have accelerated 
managerial communication and created 
new problems There is a need for the 
rethinking of systems rather than build- 
ing a patchwork of improvements. To 
rethink a financial management system 
in this atmosphere it is essential to rec- 
ognize and state objectives, and to make 
the basic assumptions or premises on 
which concepts and policies are based. 

In fields such as accounting and 
budgeting in the federal government, 
these concepts and policies are re- 
flected in guidelines such as principles 
and standards. Financial management 
systems are tested for conformance to 
the principles and standards to see if 
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basic objectives are met. In the de- 
velopment and modification of systems 
built around modern data processing 
methods, there is more than ever a 
need to analyze and emphasize the fun- 
damental assumptions. 

The purpose of this article is to dis- 
cuss briefly some of the fundamental 
assumptions and attributes, sometimes 
labeled postulates, of the federal finan- 
cial management processes at the indi- 
vidual agency level. Even though 
these are not axioms or self-evident 
truths for the most part, they form a 
basis for policies and concepts without 
too much demand for proof. Some 
have not been consciously recognized 
as guidelines, and a few have become 
laws and regulations. This list is not 
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intended to be complete; additional 
premises are yet to be developed or 
sharpened as modern management 
methods become more prevalent.' 


1. The government agency, each 
field office and each Congressional ap- 
propriation and other fund is an entity 
for accounting purposes. Although the 
agency is a part of the federal govern- 
ment, for which there is some reporting 
as a unit, the agency is a separate or- 
ganization with operating responsibility. 
Funds are financing mechanisms and 
hence separate entities, but it is some- 
times assumed that they are also op- 
erating entities or serve as the equiva- 
lent of operating subdivisions of the 
agency. 

2. Continuity rather than a limited 
life is the basis for establishing plans 
and values. Each agency and each of 
its organizational parts is a going con- 
cern. Assets are recorded and reported 
at purchase price, not at liquidation 
value. Some liabilities are not for- 
mally or regularly reported until appro- 
priations are made. We operate on the 
basis that Congressional appropriations 
will be received, contracts will be exe- 
cuted, goods and services will be de- 
livered and used. 


3. Measures of size, 
value and performance exist. They 
can be applied to aid in planning, exe- 
cution and evaluation. Some measures 
are physical, some financial. The 
dollar is one example of a measure 
which is accepted as a common de- 


significance, 


1Acknowledgement is made to the several authors 
who have explored the subject of accounting as- 
sumptions and concepts, such as W. A. Paton 
and A. C. Littleton in An Introduction to Cor- 
porate Accounting Standards, American Account- 
ing Assn., 1940 
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nominator. We assume stability in the 
dollar for budgeting, accounting and re- 
porting purposes. We add today’s 
salaries to the use of prior years’ in- 
ventories to get a total for the goods 
and services used in the current period. 


4. Costs attach to benefits rendered 
or products made as the work prog- 
resses. We assume a physical attach- 
ment. As costs continue to accumu- 
late, they are identifiable to the service 
or end result. 


5. Effort and accomplishment are re- 
lated and therefore matched. It is 
suitable to match costs with operating 
results. Estimated and budgeted dol- 
lar amounts and physical quantities are 
to be compared with actual results. 
It is essential to compare, to under- 
stand events. Accrual accounting is ap- 
plied so that financial transactions are 
recorded in the period in which the 
operating events occur. 

6. Periodicity is essential. For 
grasping significance, for comparisons 
and measures, financial data must be 
cut off and grouped by time periods— 
year, quarter, month—during the life 
of the enterprise. It is not enough to 
assume a going concern. We know 
that orders placed (obligations) will 
eventually equal goods and services 
used (costs), and that costs in the long 
run will equal disbursements. But we 
must have periodic time divisions to 
get an understandable grasp of these 
figures as we operate, to compare re- 
sults and to measure performance, and 
to assess what is available for carrying 
on operations in the future. 

7. Objective and verifiable evidence 
supports all financial transactions. Re- 

(Continued on page 350) 
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PERFECTION 


IN DATA PROCESSING 


PERFECTION. 


IS YOUR PROTECTION 
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DATA PROCESSING TAPES 
DESIGNED BY 

SPECIALISTS 

FOR 


ALL PUNCHED TAPE NEEDS 


There are many data processing tapes on the market today, 

all with certain characteristics. But when you want the brand 

that combines ALL the good features of ALL of them, and 

the one that assures unexcelled performance from your 

machines—then specify PERFECTION. 

Perforator and Computer Tapes + Single Copy Printer Pepers 
Multi-Copy Printer Papers 


Inventories in 90 locations 
USE COUPON BELOW FOR ACTUAL SAMPLES 











SALES DEPARTMENT 

PAPER MANUFACTURERS CO. 

PHILA. 15, PA. 

MANUFACTURERS Without obligation, please send me your booklet 
fore). i a:¥, bd containing actual samples of PERFECTION Communica- 

tion Papers. 
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Firm. 
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Street 
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PHILADELPHIA 15. PENNSYLVANIA 
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THE PERFECT 


gather-all 


SHEET & SIGNATURE COLLATOR 


Didde-Glaser pioneered —and 
proved — automated gathering ma- 
chines in the bindery with the 
Speed-Klect — only fully automatic 
sheet collator in the world to gather 
and glue one-time carbon forms at 
high speeds! 

Now, Didde-Glaser introduces the 
newest sensation of the printing in- 
dustry — a Tandemer / Gather-All 
team for producing office forms. You 
can always depend on Didde-Glaser 
for the latest innovations in automa- 
tion for the printing industry. 


THE GATHER-ALL. The new 
Didde-Glaser Gather-All is de- 
signed as a labor-saving, cost- 
reducing collator for sales manuals, 
instruction booklets, price sheets, 
pamphlets, mailing pieces, and 
folded signatures. 

When coupled with a stitcher, 
creeper, criss-cross or other delivery 
attachments, the Gather-All com- 
pletes the printed job. A compact, 
modular collator, built in three- and 
four-station add-on units, additional 
Gather-All units may be added at 
any time in your plant. 
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COMBINATION 


“TANDEME8 





ROLL-FED OFFSET PRESS 


THE TANDEMER PRESS. In this 
new modular, high-speed, roll-fed 
press, Didde-Glaser offers a low-cost 
offset jobber that brings “big-press” 
performance within the reach of 
every office forms printer. 


For office forms, the Tandemer 
“starter” set — consisting of one roll- 
stand, one offset printing unit, one 
terminal cut-off unit, and one 
creeper delivery unit — will print 
anything a small sheet-fed press will 
print... four times as’ fast! 


A request on your letterhead will 
bring complete information con- 
cerning the Tandemer/Gather-All 
team promptlv. Please write: Didde- 
Glaser, Inc., Dept. 01, 50 Hiway 
and W. 12th Ave., Emporia, Kan. 


Hidda- Blaser w 


Empori 


a; Kansas 


Designers / Manufacturers / Distributors . 
of Graphic Arts Equipment 
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The Evolution of 


Internal Auditing 


C. H. NAGLE 


President, Institute of Internal Auditors. 


Chief Auditor, Reynolds Metals Co., Richmond, Va. 


ROM ITS BEGINNINGS, when it 

was primarily concerned with fraud 
prevention and verification of records, 
internal auditing has broadened in scope 
and techniques. In today’s business, in- 
ternal auditors report high in manage- 
ment and appraise the control structures 
of their companies in the broadest 
manner in every department. 

One reason for this dynamic develop- 
ment has been the crystallization of 
concepts of control. In every department 
or function of a business we expect to 
find these elements of control: organi- 
zation structure, procedures, records 
and reports, standards of performance. 

Another element of control is internal 
auditing. It is the job of the internal 
auditor to analyze and appraise the 
other control elements to make sure 
they are of constructive value. At the 
same time, the checks and balances 
built into the control structure should 
be adequate to protect the business 
against fraud, waste and loss. 

Such controls as records, reports and 
standards of performance (budgets, 
standard costs, etc.) give information 
and direction to the decision. After the 
decision, controls govern the operating 
processes and records and _ reports 
develop how the decision has worked 
out in practice. 

It is the internal auditor’s job to see 
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that controls are adequate to govern 
the operations, and that they reveal the 
actual state of affairs. It is not the 
auditor’s job, particularly in operating 
departments, to give an opinion how 
good or how bad the operating decisions 
have been. The controls should bring out 
that fact. 

In many respects internal auditing is 
as much a state of mind as it is specific 
techniques or procedures. The basic 
techniques are: 

1. Familiarization with objectives of 
the function being audited; the means 
by which these objectives are accomp- 
lished; and the controls established over 
the means. 

2. Testing to determine how closely 
actual practice conforms with planned 
procedures. 

3. Appraisal of such factors as the 
effectiveness and the value of controls. 

4. Recommendation for correction 
and, more importantly, improvement. 

Any auditor follows these basic 
techniques whether he is auditing a 
simple cash fund or a complicated 
department. Using these techniques, he 
can operate effectively throughout the 
business if he has the proper state of 
mind. 

As an auditor broadens the scope of 
his work, he must become accustomed 
to situations where judgment and 
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TAB PRODUCTS CO. 
995 MARKET STREET 
SAN FRANCISCO 3, CALIF. 


YES, send me FREE information on 
the time, space and money-saving 
SPACEFINDER FILING SYSTEM. 
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tapar. 
TRANSLUCENT PARCHMENT 


e Type or write on any kind of paper. 
Then feed it through a direct copy machine. 
Do the same thing with a sheet of Patapar 
Translucent Parchment. 


Compare the copies. Copies made from the 
Patapar Translucent Parchment will be 
sharper every time! 


Ozalid, Bruning and similar diazo type 
copy machines work best when they don’t 
have to work against the master sheet. 
Patapar Translucent is a unique material 
which doesn’t present a diffusing barrier to 
the ultra violet light from these machines. 
It transmits the light from the high-pressure 
mercury vapor lamp in straight lines to the 
copy paper. It doesn’t diffuse it . . . bend 
it... reflect it. You get copies with crisp, 
sharp lines. Exactly as sharp as the lines 
on the Patapar master sheet. 





Printed Patapar Translucent office forms 

will add even more readability, speed, con- PATERSO Nv 
venience and ease to your daily com- 
munications. The carefully prepared surface PA RCH M ENT 
of this Translucent Parchment is ideally 

suited for the sharp and precise printing 
necessary in form make-up. This same PAPER COMPANY 
quality eliminates feathering, regardless of 

the type of pencils, pens or typewriters BRISTOL, PENNSYLVANIA 
used to fill in the forms. If you use Ozalid " 
or Bruning (diazo type) copy machines, 


: Sales Offices: New York, Chicago 
please request samples of PATAPAR on 2 Ge Wao wd . 
your company letterhead. West Coast Plant: Sunnyvale, California 
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opinion, not mechanical accuracy, are 
dominating factors. If a tabulating card 
is mispunched, everyone will admit 
there has been a mistake. There can be 
no argument about the error, nor, 
usually, who was responsible for it. 
Suppose an audit is made of sales 
promotion activities. An excessive quan- 
tity of material allotted to an office has 
to be destroyed because it was not 
distributed. Who was right—and who 
was wrong? Was it the employee who 
determined the allotment or the sales 
office that did not work hard enough to 
dispose of it? Maybe neither was at 
fault; or the original idea was no good. 
The internal auditor does not take 
sides in such a situation. If he does, he 
will have wandered from his field, which 
is the appraisal of controls over the 
operation, into an area where he is 
pitting his judgment of the actual 
operation against that of the experts. 


The auditor has done his job when he 


has made sure that the established 
controls have brought the situation to 
the attention of responsible management 
so that they know about it and can 
guard against a repetition. 

In his work, the internal auditor 
looks at operations and related controls 
from two points of view: (1) the value 
that the controls have in helping the 
operating department do its assigned 
job better and more profitably; (2) the 
provision of adequate protection for his 
company’s interests. 

A primary objective of the Institute 


of Internal Auditors is the promotion 
of the recognition and practice of 
internal auditing by the business world. 
The institute provides a forum for 
exchange of experience and the main- 
tenance of contact between internal 
auditors representing over 2300 busi- 
nesses throughout the world. Publication 
of technical materials such as research 
studies on such topics as purchasing, 
traffic, insurance and scrap gives the 
internal auditor, who has not included 
such functions in his program, the 
information that is necessary to do a 
broader and more effective job in his 
own business. 

Periodically, the institute surveys its 
membership to see what is included in 
the scope of their work. For example, 
in 1950 less than half of them included 
the purchasing department in their 
audit programs. Now at least 75% do 
so and it is evident that before long the 
audit of purchasing operations will be 
just as much a normal part of internal 
audit work as is the audit of financial 
departments. Similar extension of the 
scope of the auditor’s work is taking 
place in other areas of business. Internal 
auditors in major companies audit 
production control, advertising, sales, 
public relations and similar functions. 
An internal auditor in a large bank 
audits the performance of its lending 
officers. Modern internal .auditing is 
developing to meet the needs of busi- 
ness, so that it may serve as the “eyes 
and ears of management.” 
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Growth Problems of 


Data Processing 


LYMAN W. MONTGOMERY 


President, National Machine Accountants Assn. 
Section Head, Methods & Data Processing, 
Interstate Oil Pipeline Co., Shreveport, La. 


ATA PROCESSING is the great- 

est growth field in business and 
industry today. Perhaps its greatest 
problem is that there is no reason to 
believe its rate of growth will slow 
down during the next decade. Fast 
growth has its attendant problems. We 
like to say to ourselves, “Well, maybe 
we can catch up tomorrow.” Unfor- 
tunately, we are in the position of the 
character in Alice in Wonderland who 
said that he had to keep running as fast 
as he could to keep from falling be- 
hind. 

Most of us are familiar with the 
complexities and exotic aspects of 
equipment in our field, but as members 
of management we cannot afford to 
worry too much about equipment. 
There are two major problems that face 
each person in data processing man- 
agement, be he office administrator, da- 
ta systems manager, or procedures spe- 
cialist; whether he is involved in small 
punched card activities or in large- 
scale computer programs: (1) educa- 
tion and training; (2) where data proc- 
essing fits in the business organization. 

Both are primarily personnel prob- 
lems. The first deals with skills, the 
second establishes the role whith the 
data processing person will play in the 
company. 

The National Machine Accountants 
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Assn. represents some 13,000 members 
in computer and data processing man- 
agement. The greater part of members’ 
activities, for the past ten years, has 
been that of education. There has 
been such critical necessity that we had 
to create most educational programs on 
a “do-it-yourself” basis. We held in- 
formal seminars, exchanged experiences 
and provided advice to one another. 
Then we turned to more formal activi- 
ties such as training operators and 
other new persons entering the field. 

We have increasingly turned to col- 
leges and universities to offer more for- 
mal courses. In many cases these 
courses have been taught by one of our 
members, since the schools themselves 
did not have the personnel. Today 
there are still only slightly more than 
150 colleges and universities in the 
U.S. offering one or more courses in 
data processing. According to Dr. E. 
Dana Gibson, professor of office man- 
agement at San Diego State College, the 
rate of entry of new colleges is not en- 
couraging. This slow rate is partially 
overcome since schools already offer- 
ing courses are increasing their data 
processing offerings at an encouraging 
pace. 

One of the key educational problems 
has been the establishment of stand- 
ards. What should constitute good ed- 
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»» Write 
best of all 
»». because 
they’re built 
best of all 


Meet the Olympia Family of Precision 
Typewriters—preferred the world over for 
their quality, value and ease of operation. 
There’s one designed for every typing 
need — whether for office, home, school 
or travel use. Each features the finest in 
typing aids—from convenient half-spac- 
ing to exclusive spring-cushioned kcy- 
tops. Precision-built to the highest 
standards in Europe’s largest, most mod- 
ern typewriter factory. See—test—com- 
pare an Olympia before you decide on 
any other typewriter. You [| Fina your nearest 


| Authorized Olympia 


will find Olympia a solid || Desierto the 
. ; . Yellow Pages 
investment in efficiency. 


OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 
For More Information Circle No. 476 


108 Tue Orrice—January, 1961 











ucation? What path of training should 
a person follow to become versed in 
this field? One type of standard, a 
Certificate in Data Processing, will be 
instituted next month to provide an ed- 
ucational framework of some 14 
courses after year-long advice and 
guidance of a distinguished 21-man ad- 
visory committee representing business 
and education. 

We are also pushing forward in 
establishing a college-credit home study 
program in data processing, initiating 
an annual bibliography of data process- 
ing literature, establishing a _ central 
data processing library at our head- 
quarters, designing special information 
seminars which will be offered in key 
U.S. and Canadian cities, and we are 
embarked upon a concentrated “push” 
for increased offerings of data process- 
ing courses at more universities. 


Implicit in the need for education is 
that all of us who manage people, who 
handle data, and work with various 
types of equipment—need to know 
more about our business environment. 

Most of us work with some one con- 


cept of what our work involves. We 
tend to pattern ourselves upon some 
job definition, and some static concept 
of our organization. Personnel de- 
partments and top managements are 
trying to figure out our exact roles in 
our respective companies. 
Organization charts may be sstatic, 
but organizations cannot afford to be. 
In the same sense, the concept of the 
office, of data handling and of report- 
ing, is not a thing to be defined once 
and for all. Ten years ago, data was 
used mainly for reporting and control. 
Today, data is being used increasingly 
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for prediction and decision - making. 

The concept of how to use data has 
changed. This means that people who 
handle data cannot simply be data 
handlers-—they must organize the data 
and put it in many unique forms for 
different departments because, today, 
data is the most important tool for de- 
cision-making. We must help make 
data more an active instrument—not 
just to report, but to suggest, to spot 
trouble and interpret the meaning of 
the data. 

Dr. Denis S. Philipps, director of the 
Management Institute at New York 
University, has described how this data 
processing technology, in action, will 
comprise three clearly defined levels of 
management specialization. The first, 
and basic level, includes the knowledge 
and techniques necessary to translate 
basic business, as well as production, 
applications, into programs capable of 
being processed by punched card or 
high speed electronic data processing 
equipment. 

The second level, in addition to the 
ability to program, includes the ability 
to analyze or design a business or in- 


109 





dustrial application in the first instance. 
At this level a knowledge of manage- 
ment goals and objectives is essential. 
Even more important is an awareness 
of the kinds of management informa- 
tion related to each information system 
flow which management needs for im- 
proved decision-making. 

The third and highest level is the 
ability to conceive of the various in- 
formation flows within a company in 
terms of interrelated systems forming 
an integrated unity—no longer as a 
series .of separate activities. At this 


level, the opportunity is presented to 
apply operations research techniques, 
including simulation studies, to almost 
every area of management, as a means 
of securing optimal management per- 
formance in terms of management’s 
objectives. 

Dr. Philipps contends, and I think 
we must agree, that at present most of 
us are operating at the first level, al- 
though business is rapidly preparing to 
move to the second. Upon our ability 
to prepare ourselves for the second and 
third stages will depend our future. 


A New Administrative 
Management 


STEVENS L. SHEA 

Vice President, Administrative Services Div., 

American Management Assn. 

Vice President, American Insurance Co., Newark, N. J. 


E ARE AT THE threshold of a 

new concept of administrative 
management. To deny that this must 
be elevated to a specialty within itself 
will as surely spell disaster for a 
corporation as to deny the innovations 
of industrial technology. The owner- 
manager combination is gone from large 
business. Today’s owners are the stock- 
holders who, more often than not, in- 
vest in, but do not actually run, the 
business. To whom, then, do we look 
to manage? The professional adminis- 
trator. 

First concern of this executive is 
paperwork—one of the more insidious 
and crippling problems in business and 
industry. What has created this prob- 
lem? The industrial revolution, popu- 
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lation growth, increased complexity and 
consequent specialization of society, 
services and products all had their influ- 
ence. Complex tax laws and the impos- 
sibility of dealing with customers on a 
personal basis have added their share. 
Also, as organizations grow and become 
more specialized, their lines of com- 
munication multiply and the need for 
coordination increases. This requires 
more paperwork to direct, analyze, 
evaluate and make decisions. 

While strides have been made in the 
office equipment field to help mecha- 
nize operations and reduce paperwork 
costs, until the Second War most of 
these developments were still frag- 
mented. Since, generally, no one author- 
ity was appointed in an organization to 
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THE NEWEST GALGULATOR HAS ONLY: 10 = KEYS! 


No manual calculator offers more than the 


ALL-NEW FACIT CM2-16 


s 3-row “standard” keyboard wm 16 digit 
capacity # Back transfer lets you multiply 
continuously without resetting # You can 

see and check all figures set = Precision-made 
to famous exclusive Facit calculating 

machine standards ® Feather-light touch = 
Silent operation = Dustproof m All for $225, 
Write for all the facts today. 

FACIT, INC., 404 Park Avenue So., N.Y.C. 16 


or 235 Montgomery St., San Francisco 4. 
For More Information Circle No. 233 





critically analyze the best wavs to cap- 
ture vital data and develop a manage- 
ment reporting system to serve all func- 
tions of business, much duplication of 
effort and costs resulted. 

In many businesses, various top ex- 
ecutives — sales, manufacturing, con- 
trollers, etc., spent more time on the 
mechanistic aspects of data processing 
for their own use, than analyzing their 
data needs in terms of greater effective- 
ness, lower costs and more profit. It 
took the war and the rapid development 
of the use of the electron to bring about 
final realization that this could be used 
to harness the lifeblood of an organiza- 
tion. Gerald L. Phillipe summed it up 
succinctly by saying: “These things— 
timeliness, selection and _ evaluation, 
business planning and intelligence—are 
examples of what management wants 
from data processing.” 

Information alone is not enough. 
What we need is “business intelligence” 
which is the result of selection, screen- 
ing and applied judgment to the mass 
of raw information. Too many of us 
are Satisfied with unsorted information. 

This must be recognized by the chief 
executive in any large organization, but 
he will need assistance in stating the 
problem and the need for a new con- 
cept in administrative management to 
cope with it. In some cases, top man- 
agement does not listen to its own per- 
sonnel. If necessary, this recommends 
use of an outside consultant, or placing 
before the chief executive the plans of 
other companies that have recognized 
the problem and are doing something 
about it. 

Once we recognize the need for a 
functional administrative executive, a 
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program should be instituted to elimi- 
nate weaknesses in data handling areas, 
to provide a fit stage for this new con- 
cept. The following suggestions may be 
helpful in this regard: 

1. Set up a plan of organization 
based on function, not personalities. 

2. Set up executive posts to control 
each function including that of either 
vice president, or director, of admini- 
stration. 

3. Clarify lines of vertical authority 
and extend the decision-making process 
to all levels of management. 

4. Provide a management guide for 
all executive, managerial and supervis- 
ory personnel. 

Let’s take a closer look at the admin- 
istrative executive position—its func- 
tion, responsibilities, authority, ac- 
countability, and criteria of perform- 
ance. 


Function. The chief executive of ad- 
ministrative services will: (a) Set up 
the departmental program, practice and 
procedure in line with the company’s 
general policy. He will direct the plan- 
ning and operation of data processing 
both at head office and at regional data 
processing centers. (b) Interpret, direct 
and implement the company’s general 
policy for office administration, building 
maintenance, printing and supply, gen- 
eral service operations. (c) Administer 
personnel responsibilities for manage- 
ment improvement through systems, 
procedures and management research. 
His specific responsibilities will be: 

Operational. (1) Establish manage- 
ment guide descriptions for head and 
regional office executives of the depart- 
ment with clearly defined responsibili- 

(Continued on page 316) 
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Dictaphone, Time-Master, Dictabelt are registered trademarks of Dictaphone Corporation. 


This is the dictating machine with 
sound you can see 


The Dictaphone Time-Master is the only dic- 
tating machine using the unique, red Dictabelt. 


Dictabelts record visibly. Unlike invisible re- 
cording media, this ingenious dictating medium 
lets you see your place . . . play back in seconds. 
You can’t erase it accidentally. 

You concentrate on what you say. Nothing 
distracts. Find out for yourself how much time 
you can save with a Time-Master. Call your 
nearest Dictaphone office for a demonstration. 


THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... Dictaphone CORPORATION 


Dictaphone Corp., 730 Third Ave., N.Y.17,N.Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford PI., London W.1, England. 
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INTERCHEMICAL CORPORATION’S 


INSTANT COPY PAPER 


Start the new year right, by using new IC Instant Copy Paper onyour Thermo- 
fax machines. Your office records on IC paper become... 


«virtually fade-proof «durable, tear-resistant «sharp, easy to read. 


And because IC paper is free of wax, the belt of your machine remains clean 
longer. Wax-free IC Instant Copy Paper cannot damage the belt, which means 
you get maintenance and replacement savings. 


For your special copying needs, there’s a special job-engineered IC Instant 
Copy Paper. Choice of white and colors. Available through quality office supply 
dealers in major cities. For additional information write to: 


INTERCHEMICAL Corporation » Copying Products Division 
417 E. 7th Street, Cincinnati 1, Ohio 
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The Association of 
State Fiscal Officers 


C. H. CAVNESS, CPA 


President, National Assn. of State Auditors, 
Controllers & Treasurers. 
Auditor of the State of Texas, Austin. 


UR ASSOCIATION was organized 
O:: 1915 but it was not until 1919 
that it took a permanent form, the first 
president being Hon. J. A. O. Preus, 
then State Auditor of Minnesota. Since 
then the association has met once each 
year in an annual convention, the last 
few years’ locations ranging from Se- 
attle to Miami Beach and from Boston 
to San Francisco. In addition to State 
officials, in many cases top staff mem- 
bers under each of the three groups are 
associate members. 

In general, the duties of these officials 


in most of the States are approximately 
the same as is indicated by their titles. 
In some instances, however, there are 
differences as to the titles of auditors 


and controllers. Some State officials, 
with the title auditor, perform duties 
that are handled by the controller in 
other States. In two States the post 
auditor is titled “auditor general” and 
in one the auditor general has the func- 
tions of both controller and auditor, 
with a larger organization. In one State 
the official who does the post auditing 
is a post auditor and the State auditor 
performs duties ordinarily under a State 
controller. In recent years there have 
been changes in three States tying the 
titles closer to the ordinary interpreta- 
tions as to duties. For instance, in one 
State where the duties of the auditor 
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and the controller had been the reverse 
of the usual meaning, the statutes were 
changed so that the titles were swapped. 

Association affairs are directed gen- 
erally by its executive committee com- 
posed of each current year’s officers and 
past presidents who are still in one of 
the three offices. Comparatively, the 
turnover is not rapid, there now being 
14 active past presidents. The one dat- 
ing the farthest back is State Treasurer 
George B. Hamilton of Georgia who 
was president in 1936. The president 
in 1958, Hon. J. Millard Tawes, then 
Maryland State Controller, is now the 
Governor of that State. The associa- 
tion’s executive director is North Car- 
olina State Auditor Henry L. Bridges, 
2618 Grant Ave., Raleigh. N. C., who 
is also a past president. 

The purpose of the association is to 
study State government, particularly 
finances, taxation and administration, 
and to disseminate information on these 
and related subjects. Technical ses- 
sions at each of the annual conventions 
are along these general lines, and there 
are discussions and exchanges of knowl- 
edge as to procedures and methods of 
operations, etc., which are of benefit and 
value to participants. All discussions 
are published in the annual reports of 
the association. 


(Continued on page 315) 
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Lawrence Baldwin, General Office Supervisor, watching operator of Ektalith 
Loader-Processor turn out offset master. Companion Ektalith Copy Unit is at right. 


New Kodak Ektalith Method helps produce 
an extra 280 offset masters daily! 


Hamilton Standard Division, United Air- 
craft Corp., Windsor Locks, Conn., pro- 
duces reduced, enlarged or same-size 
offset masters at 1-per-minute rate... 
saves $8,000 per year in production. 


Job’s done in full roomlight ... ona 
table top that’s only a few steps from the 
office camera and duplicators. Kodak 
Ektalith Loader-Processor is used to load 
Ektalith Transfer Paper...and to process 
it after exposure in camera. Attached 
Ektalith Transfer Unit puts image on 
low-cost paper master. 

The big saving over previous method is 


KODAK 


that the master is now ready to go on the dupli- 
cator. Solid areas and bold-type headings 
are reproduced as such—no handwork 
necessary. And no time is lost removing 
shadow lines. 


Companion Kodak Ektalith Copy Unit 
is used to produce copies directly without 
plate-making. 


For free booklet phone 
local Kodak Ektalith 
Dealer, or write Eastman 
Kodak Company, Photo 
Reproduction Products 
Div., Rochester 4, N. Y. 


E kt ali th. ..puts you ahead in offset duplicating 
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THE BEST 
INVESTMENT 
WE EVER 
MADE 


“We find that HURON COPYSETTE saves us hundreds 
of dollars in our stenographic department. At its new low 
price, HURON COPYSETTE costs us less than carbon 
paper and second sheets bought separately and it saves 
typing time! Because HURON COPYSETTE is a ready- 
to-type correspondence unit, our typists no longer lose 
valuable time collating and jogging second sheets and 
loose carbon. : 

Do as I did when I first read about HURON COPYSETTE 
in this magazine. Write them for free samples and their 
interesting brochure.” 


*Licensed under Kerr Ce 
Potent No. 2,557,875 
Hlu¥on 
(Qopysele 
PULL OUT Styl 
MANIFOLD CARBON PAPER SETS 


* PATENTED 


ADDRESS INQUIRIES TO DEPT. J 


PORT HURON SULPHITE & PAPER CO. 
PORT HURON, MICHIGAN 


Available in Canada through APSCO PRODUCTS, LTD., Toronto, Canada 
INSIST ON THE FINEST...ASK FOR HURON COPYSETTE BY NAME 


For More Information Circle No. 393 
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Business and Industry 
Reproduction Services 


ALBERT PRIOLETTA 
President, Society of Reproduction Engineers. 
Port of New York Authority, New York. 


HE REPRODUCTIONS processes 
industry, which comprises engineer- 
- ing reproductions, office duplicating and 
photographic reproductions, is a growth 
industry. More than two billion dol- 
lars are spent annually to provide the 
multiple as well as facsimile copies of 
administrative and technical material 
needed by business and industry to con- 
duct their day-to-day operations: man- 
agement reporting, product manufac- 
ture, distribution and sales, construc- 
tion programs and future planning. 

It is calculated that the dollar volume 
spent on reproduction services will 
double by 1975! This estimate is based 
on an analysis of the dynamic rate of 
growth during the past 15 years, plus 
an interpretation of the added impact 
to this pattern of growth that is oc- 
curing aS management and industry 
learn to utilize these services more ef- 
fectively. A welcome benefit from 
these experiences for many concerns 
has been the opportunity to introduce 
important cost-cutting procedures and 
systems into their operations in a gen- 
eral area where costs have been on a 
continuous upward spiral. 

This period of dynamic growth and 
identification of the reproduction serv- 
ices function has necessarily introduced 
new concepts of management and con- 
trol of these services. Historically, the 
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services started as part-time activities: 
duplicating in the mailroom, engineer- 
ing reproduction in the design division 
and photographic services in the pro- 
duction shop. In the early period of 
industrial growth to meet war produc- 
tion needs, these services became spe- 
cialized and grew rapidly. 

During the past ten years, severe 
lines of demarcation between these serv- 
ices have gradually become less distinct. 
By combining the techniques and equip- 
ment of office duplicating with those 
formerly associated with engineering 
and photographic reproductions, and 
by adding modern developments, en- 
tirely new systems, techniques and 
equipment have become available. 

It is, of course, difficult to identify 
the origin of a management trend which 
results from such a variety of influences. 
Usually it develops gradually and be- 
comes apparent only after some change 
in organization or direction is identified 
with improved performance which can 
be duplicated by others willing to make 
a similar management adjustment. 

However, when viewed from the per- 
spective of overall management growth 
during this period, it appears that the 
trend is not unique. Rather, it could 
be another manifestation of a larger 
trend now being recognized in business 


(Continued on page 274) 





Earn Acceptance With 
Completed Staff Work 


ALAN G. NEGUS 


President, Assn. of Records 
Executives & Administrators. 
Vice President, Naremco Services, Inc., New York. 


FRIEND OF MINE is a vice presi- 

dent in a company that is celebrat- 
ing its 15th anniversary. It is a rela- 
tively small electronics firm (500 em- 
ployees) with a number of highly skilled 
engineers and researchers. It has 
grown like Topsy and its facilities are 
divided among several small office areas, 
lofts and stores that it rented as grow- 
ing pains became acute. A large por- 
tion of the annual budget is earmarked 
for research. Top management fully 


expects and plans for continued growth 


and increased sales. 

Management in this company is 
faced with many administrative prob- 
lems, but most of their time and talent 
is directed towards research and pro- 
duction. These are the moneymaking 
aspects of the business and, after all, 
management must meet the payroll be- 
fore all else. There is a growing reali- 
zation that office operations have not 
kept pace with corporate growth. There 
are proportionally as many clerical em- 
ployees, but somehow they are not 
carrying their share of the load. Here 
are some of the complaints: 

“It takes them two weeks to dig out 
the figures I need to submit an esti- 
mate for a bid.” 

“We have been developing a wealth 
of research and engineering informa- 
tion and it’s spread all over the com- 
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pany. You can’t find it when you need 
ta 

“They seem to limp along from one 
crisis to another. Last week the salary 
checks were three days late.” 

“Engineers’ notebooks and laboratory 
workbooks are a mess. Men have taken 
them with them when they left. Heaven 
help us if we ever get in a patent fight.” 

“We can’t seem to control vendor’s 
catalogs. We’ve written to one com- 
pany half a dozen times and the cata- 
log disappears as soon as it arrives.” 

“Our engineers waste time redoing 
calculations and experiments that have 
already been done by someone else in 
the company.” 

“You have to stand in line to get a 
report typed and then they put it on a 
master and flood the company with 
copies. If I read all the stuff routed to 
me I’d never have time to do my work.” 

Familiar? Unfortunately, yes. Neces- 
sary? No, but they are symptoms of 
trouble ahead. Everyone in my friend’s 
company is too busy chopping wood to 
stop and sharpen the axe. Daily rou- 
tine has choked off someone’s ability to 
stop working, take a look at the sys- 
tems and do something about them. 

The company put in a records man- 
agement program several years ago. A 
young man was hired with several year’s 
experience in another company. Last 
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WHICH girl belongs to these legs? 
Not Miss Clock-Watcher. She’s been 
standing on a hard floor all day and 


her feet and back are aching—she 
can hardly wait to go home. 


These legs belong to Miss Effi- 
ciency, above, whose boss pro- 
vided her with a HYGIENIC 
FOOT COMFORT MAT. She’s 
been standing all day too, yet 
her work is still accurate and 
efficient at closing time. Even 
her friendly ‘welcome cus- 
tomer” composure remains 
unruffled. 


Your selection o 
tile flooring is bonded to a sponge rub- 
ber base. Unlike cheap utility mats, this 
combination provides proper support 
without being mushy—will wear for years 
without .denting or puncturing. Edges are 


beveled for safety and appearance. 


Both Mats and Runners 
Available in: 8 Decorator colors to 
match any office decor 


sa 


See your OFFICE SUPPLY DEALER or write to 
FLOORING DIVISION—Dept. £ 


THE HYGIENIC DENTAL MANUFACTURING CO. 
AKRON 10, OHIO, U.S.A. 


For More Information Circle No. 395 





When you do com- 
pleted staff work, 
you can _ present 
your ideas to man- 
agement in a neat 





package. 














week he left for another job. His com- 
plaints: 

“Management won’t give me any 
backing for my ideas.” 

“I have no authority to cross organi- 
zational lines.” 

“Everytime money gets tight I see 
the boss looking at me. If we have an- 
other bad year, I'll be axed anyway.” 

Most men in a management position 
worked their way up into their jobs. 
They realize the danger inherent in giv- 
ing a new man, or even an old man in 
a new job, a blank check. He can dis- 
rupt the entire organization, cause per- 
sonality rifts and feuds that may never 
be healed. His new systems may not 
work as well as the old ones. He can 
cause more damage than good. 

Why not give this fellow a chance to 
show w*.at he can do, but keep a tight 
rein on him until he has proved him- 
self? Start him off where he can’t do 
too much harm. This seems fair enough 
but, unfortunately, many of us don’t ap- 
preciate this lack of faith on the part of 
management. We forget that authority 
and responsibility, the backing of man- 
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agement and acceptance of new ideas, 
are things to be earned as is our pay- 
check. 

All this company’s problems can be 
solved. Technical knowledge on the 
part of the records administrator will 
accomplish half the job. The other half 
must come from his ability to handle 
people and his ability to perform com- 
pleted staff work. 

Pieces of paper don’t give you any 
trouble—people do. Perhaps the quali- 
fications for a records administrator 
should include a knowledge of psychol- 
ogy. A good man uses empathy. He 
puts himself in the other fellow’s shoes 
and determines how he would react to 
the new system. What features does the 
new system have that will make his job 
easier—take off some of the pressure? 
How will it affect his stature in the com- 
pany? Is there some way he can “save 
face” or will his boss wonder why he 
didn’t come up with the same idea him- 
self ten years ago? It’s good staff rela- 
tions to sincerely try to help line super- 
visors, not just show them up to build 


(Continued on page 313) 
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< ‘right 4 in your own 
office or plant... 


for PENNIES! 








HAND-OPERATED 


PUNCHING UNIT Exciusive precision BINDING UNIT Just insert cover and 
shearing action produces accurate, 3 es — lt lever, look again! It’s 
clean, punches. LASTICO-bound — looks like “a 
: million,” costs pennies! 
exclusive 


ARCH DESIGN 


ask for ‘’Plastico”’ 
by name 


So simple, anyone can bind every “set” of printed, 
\ typed or mimeo material. Moments after gathering 
\ the sheets, your PLASTICO-BOUND book provides 
flat-view double spreads — easy-turning pages — 
Wabetel, long-life usefulness. Learn now, how : . 
can have this er at low, low cost! =S 


PLASTIC BINDING CORPORATION. 


Originators of Plastic Binding in America 
732 Sherman St. Chicago 5, il. 


D EALERS | : . PLASTIC BINDING CORPORATION 


DEPT. O 732 SHERMAN ST. CHICAGO 5, IL. 


RUSH FREE Booklet with full Information on new 
PLASTICO Hand-Operated Punching and Binding 
Units for Office or Plant use. 


Name Title 


WANTED! 


A FEW PROFITABLE 
TERRITORIES OPEN 
for live-wire distribu- 
tors. handling office 
uipment. 
ONsrrnctnn and Binding 
jes create 


con- 
on 





Firm Name 





Address 





City Zone State 
For More Information Circle No. 360 





os 
a eee ee ae ee ee ee ee 


meng 
plastico 





What to expect from the all-new Goodkin Cameras 


UNRIVALED SELECTION. 








ons 


Model A— $498 Vertical 18” — $1095 Same Size Custom —$497 Vertical 24” —- $1698 
27” x 32” copyboard; 18” x 24” copyboard; 11” x 14” copyboard; 18” x 24” copyboard; 
24” x 24” focal plate 14” x 18” focal plate 11” x 14” focal plate 18” x 24” focal plate 








»» UNRIVALED SAVINGS 


and more exclusive performance features 


than any other make. 


Glittering generalities? — Not at all. Sound too 
good to be true? — Not a bit. Simply compare 
and you'll readily see the benefits any quality- 
built Goodkin Camera can offer you. Choice? 
Only Goodkin makes available as broad a selec- 
tion. Price? It’s always in your favor — in most 
cases, more than several hundreds of dollars! 
Exclusive features too, such as the exclusive bal- 
anced lighting for more uniform illumination 
throughout the entire range of enlargement and 
reduction; and focus systems with no play, no 
wobble direct-geared drive .. . more, much more! 
Spend the moment it takes to get the full story. 
Simply mail the coupon now for a prompt reply 
to your specific needs. 


GOODKIN 


For More Information 
Circle No. 369 


Transfermate — $1497 
For Ektalith, Gevacopy and regular litho work. 


18” x 24” copyboard — 14” x 18” focal plate. Prices slightly higher Denver and West. 


GOODKIN 


Horizontal 18” — $970 M. P. Goodkin Co. 

incl. film holder & base 112 Arlington Street, Dept. A, Newark 2, N. J. 
18” x 24” coypboard; For al] the facts [] Send me information on your complete line 
14” x 18” focal plate. & (J Send me information on your _ : 


MAIL 
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Address 
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A Reappraisal of 
Records Management 


WILLIAM BENEDON 


President, American Records Management Assn. 
Lockheed Aircraft Corp., Burbank, Calif. 


ACH INNOVATION in office 

methods and equipment must re- 
sult in a reappraisal of current opera- 
tions to avoid costly purchases and as- 
sure orderly and effective transition 
from one system to another. Such ob- 
jectives can be accomplished only 
through maximum cooperation among 
all specialists within a company. This 
article will discuss the relationship be- 
tween two important specialists, sys- 
tems man and records manager. 

To coordinate the contributions of 
these specialists most effectively, it is 
essential that their respective responsi- 
bilities be clearly defined. Failure to 
do this can result in poor record con- 
trol practices and ineffective use of sys- 
tems analysts’ time. 

Only recently has records administra- 
tion (management) been able to loosen 
the restrictions placed upon it by early 
concepts of scientific record keeping. 
These restrictions limited records man- 
agement to retention and protection of 
records programs. Certainly there were 
instances where it enjoyed its full mean- 
ing but these resulted more from indi- 
vidual efforts than from external sup- 
port. Two of the largest business as- 
sociations still follow this rigid line in 
delineation of functional responsibility. 
An important step in expanding the 
records management concept was taken 
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through use of the term “paperwork”. 
However, the advent of magnetic tape 
and administrative uses of microfilm 
have made this a limited term, too. 

Records management is the adminis- 
tration of those segments of a system 
which lend themselves to predetermined 
controls and have a common basis for 
application. It includes the forms, re- 
ports, processed documents and equip- 
ment that live with a system from its 
creation to completion and beyond that 
to its post-system requirements for ref- 
erence and legal purposes. The sys- 
tems function, on the other hand, is far 
more general. It represents that phase 
of business responsible for the develop- 
ment and analysis of procedures re- 
quired to conduct business and achieve 
management’s objective with maximum 
efficiency and economy. 

A system is the whole of an adminis- 
trative work plan. Procedures, forms, 
policies, reports and methods are parts 
of a system, and cannot be used singly 
to mean a system. The system is a 
whole, the others are parts. Creation, 
administration, preservation and de- 
struction of records are not separate _ 
areas but different parts of a common , 
objective. Records management joins 
related parts of a systems effort into a 
logical and workable grouping. 


(Continued on page 311) 
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How simplified Expense Reports 


help you meet 1961 income tax requirements 


You will do right by yourself and stay right with 
Uncle Sam by keeping a complete, accurate 
record of your 1961 deductible and reimbursed 
expenses with GrayLine “Snap-A-Way” Expense 
Report forms. 

2-part “Snap-A-Way” form provides quick, accu- 
rate record in duplicate . . . with one writing. 

All headings are there for easy, fast recording. 
Auditing space on back of employer’s copy. Com- 
plete, time-saving summaries ready when prepar- 
ing your tax return in 1962. 

GrayLine “Snap-A-Way” Expense Reports cost 
you less than 4¢ per week. If your stationery 


THEY COST SO LITTLE — dealer cannot supply you, mail coupon. 


free nnn nnn eeenn == 


ORDER TODAY! A year's supply — 50 
weekly sets—in plastic envelope to keep them 
clean and handy. Also available in boxes of 
500. Ask for Wilson Jones No. 44-950. 


WILSON 
JONES 


OCoovright. 1960, Ww i Co 


3) WILSON JONES COMPANY 
209 South Jefferson Street, Chicago 6, Illinois 


Please send me a Free sample Expense Report Form 
and complete information about it. 


Name 


PAGO ccc iccnccenccnenisineneristninenintcnciemmmanatentimnccmminainmaagasaaeasis anestinnsnnes 


Our usual office supply source is 


For More Information Circle No. 475 
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All Equipment Can 
Still Be Used 


R. B. HODGES 


President, National Office Management Assn. 
Dennison Mfg. Co., Framingham, Mass. 


UR ORIGINAL office machine 

was a clerk with pen and ink and 
beautiful handwriting. For the sake of 
brevity, let us pass hurriedly through 
the development of office machines up 
to about 1950. Recognizing that this 
is a tremendous jump, the effect of me- 
chanical, electromechanical and elec- 
tronic office equipment is all the more 
startling. 

Prior to this time the office by and 
large kept books, invoiced customers, 
niaintained accounts and corresponded 
with customers who had claims and 
adjustments. At year’s end, anywhere 
up to six to eight weeks after closing 
the books, a statement was issued of 
the financial results of the year’s op- 
erations. All this was after the fact. 

Since that time, imaginative appli- 
cation of equipment and materials has 
pushed office functions to the fore- 
front of corporate activity and respon- 
sibility. The two items that have 
made this possible are time and a com- 
mon machine language. The first func- 
tion, time has been reduced to almost 
inconceivable nonsignificance (provided 
we start with correct source material 
and expense is ignored). The latest 
computers make upward of 400,000 
calculations per second and informa- 
tion in immediately available memory 
systems approaches 100 million digits 
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with an infinite number available in 
file storage systems. 

Common language makes it possible 
to use the original information without 
human copying or checking. Source in- 
formation can be punched cards, 
punched or magnetic tape. Any of 
these may be the by-product of the 
original hard copy whether it be sales 
orders, sales forecast, etc. We are 
rapidly approaching an extensive use of 
magnetic ink which machines can read. 
Several equipment companies have 
about perfected optical scanning. 

The profit squeeze has caused man- 
agement to insist upon more accurate 
and more current information on which 
to base decisions. To do this and 
keep overall company cost within lim- 
its, data processing impinges upon all 
major divisions (marketing, manufac- 
turing, finance, research and engineer- 
ing). To use efficiently the facilities 
currently available, all data must be 
brought to one source and processed 
for all purposes. One centralized 
source of information eliminates trying 
to reconcile data processed at different 
parts of an organization. It was al- 
most impossible to reconcile the differ- 
ent figures except at year’s end when 
the closing of the books usually syn- 
chronized the various sets of figures. 

In centralizing all data processing 
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Automatic 
Calculating Machine 


Diehl 
CALCULATING MACHINES, INC. 


527 MADISON AVENUE, NEW YORK 22, N. Y. 
Telephone: Eldorado 5-6066 


For More information Circle No. 346 





a new photocopy world 


Discovery of the new Ampto ‘‘12'’ photocopier can 
lead the way to big savings in your office. Cut 
paperwork costs by eliminating unnecessary typing 
and proofreading. Get extra copies of correspondence, 
reports, drawings, invoices—anything—quickly 

and economically. 


Ampto ‘‘12"’ offers a new dimension in office copying 
—the 12-inch throat width—to do more copying 
jobs with less effort. Small, standard and oversized 
documents are a snap. Originals up to 12 inches 
wide by any length will be faithfully reproduced. 


The new Ampto “'12”’ is clean and easy to use. 
Automatic control, built-in paper safes, guaranteed 
quality and performance, portability . . . these are 
just a few of the concepts in copying built right 
into the Ampto “‘12”’. 


am pto , inc. 


A subsidiary of Anken Chemical & Film Corp. 


Newton, N. J. 


For More Information Circle No. 477 
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The Ampto ‘'12” diffusion transfer photocopying 
- process gives photo-exact, letter-perfect copies 
of virtually any original every time. Put this 
quality copying process to work for your office 
or department... today. 
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Te Meg US Mer OF ane Other Courres 


USE NEW NOBLOT REFILL DESK BALL PENS AGAIN AND AGAIN! 





The more you use, the more you save—thanks to EBERHARD FABER’S 
new replaceable ink cartridge! Only new NOBLOT REFILL by Regul 39 
EBERHARD FABER gives you all this: Bright, durable meta! tip that = teed ¢ 
unscrews easily to replace ink cartridge * Choice of four ink colors: ce eee 15¢ 
Blue, Red, Green, Black * Handsome molded plastic barrel + Regular Thinrite 49¢ 
or Thinrite ball point « Replaceable fiat ball pen eraser. NOBLOT Extra Cortridge 25¢ 
REFILL—gives you lots more on the ball! ..-less in quontities 











Contact your nearest stationery supplier for new NOBLOT REFILL DESK ball 
pens by EBERHARD FABER-your one source of supply for all writing needs. 


> EBERHARD FABER 


Wilkes-Barre, Pennsyivania-New York-Toronto, Canada 


For More Information Circle No. 459 
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and dissemination at one point, there is 
a responsibility to satisfy the needs of 
the various branches of the organiza- 
tion. There are questions of the fre- 
quency, timing, accuracy, and neces- 
sity, of a particular report. Senior op- 
erating officers and their staff have 
built up series of tools (reports) whose 
sanctity they jealously guard. Who- 
ever is going to sell them something 
else that will do the job just as well, or 
better, has to have a comprehension of 
that particular field so that he will have 
the answers to their questions as he 
sells the new program. 

Wherever the first completely edited 
hard copy representing a sale is made, 
common language cards or tape can be 
created. If created in the field, it may 


be used for transmitting information to 
the central data processing unit for 
preparation of all papers for the com- 
pletion of the contract, as well as up- 


dating all physical and financial data 
necessary to the operation of the busi- 
ness. All of this with the elimination 
of copying of information and the 
necessary costly checking to prevent 
errors. 

Progress has also been made in the 
use of intercompany data processing 
media. The same data is used by the 
seller and by the buyer, eliminating 
writing of purchase order details and 
rewriting of information by the seller. 
Again the possibility of errors is elimi- 
nated as well as the cost of copying 
and checking. 

So far this discussion has been in the 
field of data processing. However, 


much of the opportunity for real re- 
turn comes in market analysis and op- 
erations research. Because of high- 
speed computing possibilities with 
more or less complex formulas deter- 
mining economical ordering quantities, 
economical distribution can be applied 
with a much wider series of variables 
than was the case when problems 
were solved manually or with mechan- 
ical computing devices. Proper appli- 
cations of computers and other elec- 
tronic equipment makes possible: more 
information, more current information, 
and application of mathematical formu- 
las to management problems. All this 
furnishes management with informa- 
tion to make decisions on a current 
basis, based on facts not intuition or 
hunches. 

There is still a place in the office for 
pencils, slide rules, typewriters, me- 
chanical or electro-mechanical com- 
puters as well as the many types of 
bookkeeping and tabulating machines. 
All machines can and will be able to 
communicate with one another and 
computers by means of common lan- 
guage. Because of the repetitive use 
of the initial source data, more expense 
can be justified to insure its accuracy. 

The challenge to the office adminis- 
trator will be to find the ideal combi- 
nation of the facilities available to pro- 
vide his company with the necessary 
information at a cost that the informa- 
tion will justify. There will probably 
be more opportunities for clerical work- 
ers but, in general, the jobs they fill 
will be upgraded. 
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New Dimensions for 
Railway Systems 


R. D. LAKE 


President, Railway Systems & Management Assn. 
General Manager, Bessemer & Lake Erie Railroad Co., 


Pittsburgh. 


HE RAILWAY SYSTEMS & Man- 

agement Assn. began in 1952 when 
a small group of railroad men recog- 
nized the growing importance of EDP 
to the future of railroads. They adopted 
the name Railway Systems & Proce- 
dures Assn. because their original ef- 
forts were in the field of accounting 
systems. Since then the sphere of the 
association has expanded to meet the 
complex challenge of modern technol- 
ogy facing railroad management at all 
levels. The name did not adequately 
identify the association with the new 
dimensions in railroad management with 
which it was concerned. Therefore, 
last October our name was changed. 


RSMA members represent over 100 
railroad organizations in the U. S., Can- 
ada and other foreign countries. 
Through these contacts, association 
members keep abreast of the current 
information needs of management. Dur- 
ing the past year this feedback was re- 
sponsible for RSMA sponsoring three 
“firsts” in the field of railroad transpor- 
tation. 


Although many conferences have 
been held: on commuter problems, 
RSMA’s Urban and Suburban Transit 
conference brought together for the 
first time city planners, public transit 
authorities, educators, railroad person- 
nel and others involved in commuter 
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service. Another “first” was our re- 
cent conference on Data Transmission 
Planning put on by representatives of 
the Bell System and «independent tele- 
phone companies. This covered in de- 
tail the factors involved in data trans- 
mission, and the equipment available to 
the EDP planner now and in the fore- 
seeable future. A Survey of the Ex- 
tent and Nature of Railroad Market 
Research provided railroad manage- 
ment with the current status of this im- 
portant tool and revealed, for the first 
time, how marketing research was used 
by the railroad industry. 


Knowledge and judgment are essen- 
tial to any project but RSMA feels that 
superiority comes from originality, and 
that originality comes from a free ex- 
change of ideas. To this end RSMA 
sponsors an extensive program of semi- 
nars and conferences on subjects of 
vital interest to railroad management at 
all levels. Last year we sponsored 20 
seminars, meetings and conferences. 
Among subjects covered were: mate- 
rials management, systems analysis, 
work measurement, market analysis, 
maintenance programing, internal audit, 
management reports, forecasting, R & D 
administration, terminal operations and 
containerization. 

Our 1961 schedule calls for 33 events 


(Continued on page 309) 


Tue Orrice—January, 1961 





WHICH SIDE ARE YOU ON? Be proud of the business 
letters and communications bearing your initials — whether they’re on 
the left or right side of the slant mark. 

Only training and practice can solve the mechanics of grammar, 
context, organization and typing. But PLOVER BonpD, the visibly better 
letterhead paper, can be specified immediately — to immediately improve 
the appearance of your letters. 

Any letter — from A to Z — looks better on the white, bright cockle 
finish of PLOVER Bonp. That’s important. Because the corporate letter- 
head is your company’s constant and frequent salesman. It carries a 
message far beyond the sense of the typed words impressed upon it. And 
if it’s PLOVER BOND it’s always an impressive message. 

No matter which side of the slant mark you're on, be on the PLOVER 
BonpD side. Use it. Specify it. 


2 PAPER COMPANY, STEVENS POINT, WISCONSIN 


| 
B 0 N D 1 better papers are made with cotton fiber 


For More Information Circle No. 447 


WHITING- 
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A single machine that applies 
all types of address labels? 


Wide-strip, narrow-strip, continuous pack form, cut or indi- 
vidual labels! All applied automatically to a wide range of 
printed pieces at cost-cutting high speeds (up to 16,000 per hour). 
No matter whether labels are pre-addressed from punched 
cards, magnetic tapes, plates, stencils or other addressing 
systems. Or whether you mail small postcards and envelopes 
... middle-sized pamphlets and brochures... or larger maga- 
zines, catalogs and quarter-fold tabloids. All handled by the 
compact easy-to-operate Cheshire Model E. 


CHESHIRE Write for 


TL lete)-1-1¢)-7-ba 4°) descriptive brochure. 


Dept. O-1, 1644 N. Honore Street, Chicago 22, Illinois 
For More Information Circle No. 416 























The Remington Rand Univac 1107 Thin-Film Memory Computer. 


Thin-Film Memory Computer 


EMINGTON RAND UNIVAC 

1107 Thin-Film Memory Computer 
employing a thin magnetic film memory 
was announced by the Remington Rand 
Univac Div. of Sperry Rand Coprp., 
New York. Computer has 16 arithmetic 
registers, 15 index registers with auto- 
matic incrementation, and partial word 
transfer capabilities. The Univac 1107 


A substrate of Thin-Film which increases 
the internal speed of computers from mil- 
lionths to billionths of a second. 


140 


accesses its film memory more than 1 
million times per second in normal 
operation. Its two large banks of core 
memory are accessed up to 500,000 
times per second. In addition to the 
film memory the system employs a fer- 
rite-core memory of from 16,384 to 
65,536 words, depending on the require- 
ments of the user. 

The thin magnetic film memory en- 
ables the Univac 1107 to attain internal 
referencing rates of speed measured in 
billionths of a second. For example, the 
cycle time (time required to read and 
write information) for the Univac 1107 
computer thin-film memory is only 0.6 
microseconds, as compared with the 
cycle time of ferrite-core memories of 
1.5 microseconds. 

The Univac 1107’s input-output sec- 
tion can accommodate a wide range 
of peripheral equipment. External units 
can be used to provide auxiliary 
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storage, such as drums, discs and tapes. 
Others, such as card units, printers and 
document-sensing devices, serve as 
input and output equipment. Computer 
can also communicate with many other 
real-time devices, such as analog-to- 
digital and digital-to-analog converters, 
key sets, printing telegraph equipment, 
digital communication, radar and track- 
ing systems, display systems and other 
data processing devices. 

The 1107 computer requires com- 
paratively small floorspace. A typical 
configuration actually occupies only 
150 sq. ft., exclusive of passageways, 
work areas, etc. Rental charges range 
from $40,000 to $60,000 per month, de- 
pending on configuration. Delivery is 18 
months to two years following accept- 
ance of contract. For More Information 
Circle No. 211. 


HE UNIVAC 490 Real-Time data 

processing and communications sys- 
tem supplies facts and results virtually 
without time loss. Real-Time describes 
computer operation that is simultaneous 
with an event, such as controlling and 
altering the trajectory of a missile in 
flight. In a combined inventory and pro- 
duction control application, this system 
can exercise continuous and instantane- 
ous control over complex company op- 
erations nation-wide in scope. Other 
Univac 490 Real-Time System applica- 
tions are control of sales operations, 
transportation scheduling and _  dis- 
patching, utilities activities, operations 
research and missile testing. 

The number and type of Real-Time 
system units will vary according to spe- 
cific needs. Standard components in- 
clude the central computer, supervisory 
control panel, remote input-output sets 
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adaptable to different needs as remote 
sending and receiving units, high-speed 
communications control unit, pro- 
gramer scanners that control communi- 
cations between remote locations and 
the computer, expandable magnetic 
core and magnetic drum memory units 
and Uniservo magnetic tape units. The 
system has an internal ferrite core mem- 
ory of up to 32,768 words. Ready-made 
programs are available for English- 
language and automatic programing 
techniques. Rental is $20,000 to $40,000 
per month depending on configuration. 
Delivery is 18 months to two years from 
contract signing. For More Information 
Circle No. 210. 


OMPUTER PROGRAMS utilizing 

plain English have been success- 
fully interchanged between data proc- 
essing systems of two different manu- 
facturers. This was demonstrated by 
the Remington Rand Univac Div. of 
Sperry Rand Corp. and the RCA Elec- 
tronic Data Processing Div. before the 
executive committee of the conference 
on Data Systems Languages (CODA- 
SYL), a government-sponsored group 
formed to achieve computer compat- 
ibility. 

In the demonstrations two operating 
problems, one from a government 
agency and one from a large industrial 
company, were written by RCA and 
Remington Rand utilizing COBOL 
(Common Business Oriented Language). 
Each program was automatically fed 
into the data processing equipment of 
the manufacturer that prepared the 
program. Then, with minor changes, it 
was automatically prepared for the 
other manufacturer’s equipment. For 
More Information Circle No. 207. 





Microfilm on Punched Cards 


EW EQUIPMENT for record sys- 
a. where drawings and other 
records are microfilmed and mounted 
on tabulating cards was announced by 
Microseal Corp., Chicago. A new aper- 
ture card has an optically clear plas- 
tic pocket to protect the microfilm in 
the card. One end of the pocket is 
open so that microfilm can be easily 
inserted or removed without damage 
to the film. Microfilm cannot pop out. 


The D-2 hand mounter. 


The Microseal Hand Mounter D-2 
automatically inserts microfilm in the 
card and cuts film from the roll. An 


Microseal V-1 verifier-viewer. 


operator with a little practice can 
mount 400 to 600 microfilm frames per 
hour in Microseal cards. 

The Microseal hand-size mounting 
machine can be easily placed on the 
Microseal Verifier/Viewer V-1 so that 
operator can quickly verify microfilm 
and proper tabulating card as film is 
inserted. 

The Microseal Diazo Duplicator Z-1, 
another product, allows microfilm 
copies to be made on roll diazo film. 
The duplicate copy may then be 
mounted in a card or used by itself, 
saving the cost of the card. It takes 


about 30 seconds to produce a diazo 
film copy of microfilm. 


Microseal Z-1 diazo duplicator. 


All these three Microseal machines 
for microfilm systems can be bought 
for just under $1000. Microseal aper- 
ture cards are competitively priced and 
available with 35 or 16 mm aperture 
pockets. Special size aperture pockets 
and cards can be made. The company 
can supply both machines and cards in 
about 30 days. For More Information 
Circle No. 204. 
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The Bendix G-20 computing system offers a 40% increase in computing speed and a 


100% increase in magnetic tape speeds. 


Full-word clock cycle has been reduced to 


6 microseconds so that average rate for single word, fixed point additions is now 83,000 
per second. Reading and writing operations are performed by the G-20 at 240,000 
digits or 120,000 alphanumeric characters per second, 


Faster Bendix G-20 System 


PEEDS of the Bendix G-20 com- 

puting system have been increased 
as a result of experience with prototype 
models, according to the Computer Div., 
Bendix Corp., Los Angeles. Computing 
speed has been increased 40% and the 
full-word clock cycle time has been 
reduced to six microseconds. Average 
rate for single word, fixed point 
additions is now 83,000 per second. 

Magnetic tape speeds have been 
doubled. Reading and writing operations 
are now performed at 240,000 digits 
or 120,000 alphanumeric characters per 
second. Searching is done at double 
these speeds. New tape handlers feature 
complete internal checking facilities 
and solid-state circuitry. Printed output 
for the G-20 system will be accomp- 
lished with line printers which operate 
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at up to 1500 lines per minute on 
numeric data and 1000 lines per minute 
on alphabetic data. 

Both accessory control buffers and 
magnetic tape control units are equipped 
with program controlled electronic 
switches to connect them to either of 
two communication lines. Simultaneous 
data transfers can be made over multiple 
communication lines in a flexible, 
efficient manner. Core memory for data 
and command storage in the accessory 
control buffers has been increased from 
1024 to 4096 characters. Facilities have 
been added for versatile data editing and 
control of data transfers. The first G-20 
system will be delivered to the Compu- 
tation Laboratory at Carnegie Institute 
of Technology. For More Information 
Circle No. 102. 





‘Lower Priced Honeywell 400 


HE HONEYWELL 400 computer, 
=o by the Electronic Data 
Processing Div., Minneapolis-Honey- 
well Regulator Co., Wellesley, Mass., 
can handle up to 6000 operations a 
second. Its magnetic core memory has 
a 1024-word capacity (10,000 charac- 
ters) and is expandable up to 4096 
words. The basic model rents for 
$8660 a month; sells for less than 
$400,000. 

This computer’s tape drives can 
transfer to or from magnetic tapes at 
64,000 characters or 96,000 decimal 
digits per second. Honeywell guaran- 
tees its magnetic tapes against damage. 
Orthotronic control maintains ac- 
curacy by automatically detecting and 
correcting errors in, or damage to, in- 
formation recorded on the tapes. 

Heavy-duty printers operate at 900 
lines per minute. Each line may con- 
tain up to 120 letters or numbers. The 


unit can print as many as 108,000 
characters each minute of operation. 
At the same time, it prints clear, read- 
able carbons. 

Card readers handle 650 cards a 
minute, and card punches operate at 
100 or 250 cards per minute. Paper 
tape punch operates at 60 characters 
per minute; paper tape readers at 1,000 
characters a minute. There is provision 
for accommodating other types of in- 
put such as optical scanning and mag- 
netic ink character recognition. 

The easy automatic programing sys- 
tem for the Honeywell 400 is com- 
pletely integrated, supplemented by 
sort and collate generators, automatic 
check-out, and executive program tape 
file maintenance and library mainte- 
nance routines. The same programs 
are compatible for both the Honeywell 
400 and Honeywell 800. For More 
Information Circle No. 109. 


The Honeywell 400 full-scale data processing system. 
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The Money Machine’... 





..-.in which it helps buy a new delivery truck! 


The Van Nuys Plywood Company of California figures *That’s the name usually applied to the 


their new Montoe Accounting Machine will save them Monroe Accounting Machine. It saves 
$2700 this year time and money by cutting down on man 
Va 5 -hours and accounting costs... makes 


Treasurer Gordon Taylor says, “At a cost of $1417, money by freeing capital to grow on. 


this machine saves the salary of a bookkeeper, permits 

the company accountant to handle Accounts Receivable FREE CASE HISTORIES 

and Payable for both our plants. These savings help buy For fact-filled, case histories on how 

things a business needs to grow, like a new delivery truck.’ Monroe Machine Accounting earned 
Why don’t you look into the difference a Monroe companies like yours money to grow 

- , x ‘ on, write: Accounting Machine, De- 
Accounting Machine can make in the efh- partment 21, Monroe Calculating 
cient, economical operation of your business. Machine Company, Orange, N. J. 


SEE THE MAN FROM MON ROE  ptonice coicvisting Machine Company, tne. 


Sales and service in principal cities everywhere 
General Offices, Orange, NJ 


for CALCULATING « ADDING » ACCOUNTING « DATA PROCESSING MACHINES (A A DIVISION OF LITTON INDUSTRIES 


For More Information Circle No. 293 
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Transmitter-Receiver 


TILIZING LONG-DISTANCE 

telephone lines in conjunction 
with Bell Data-Phone 100, a Teledata 
8-channel code transmitter-receiver is 
offered by Friden, Inc., San Leandro, 
Calif., to communicate business data 
between branches, plants and home 
office. Savings in message exchange 


will be evident to those whose volume 
of data traffic does not warrant the 
use of a full-time circuit, such as the 
intermittent transmission of orders 
from branch sales offices. The cus- 
tomer pays only the long-distance rate 
for the time the lines are actually in 
use. 

The Teledata permits expeditious and 
accurate transmission of data which 
would otherwise have to be mailed. 
Speeds of 425 codes per minute are ob- 
tained, and a parity checking feature 
insures that transmitted codes are ac- 
curately perpetuated for accomplishing 
subsequent data processing functions. 

Message tapes are punched on such 
data processing machines as the Friden 
Flexowriter, then taken to the Tele- 
data/Data-Phone transmitting center 
where they are fed through Teledata 
reader component. At the receiving 
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end of the line, 2 Teledata unit accepts 
the coded data and punches it into 8- 
channel tape which may be used to 
reproduce messages, orders and other 
forms on a Flexowriter or any tape- 
operated equipment for which it is in- 
tended. Teledata units may be either 
leased or purchased. For More In- 
formation Circle No. 104. 





Data Input Unit 


LOW-COST direct entry data 
A input unit adaptable to all types 
of systems was announced by Clary 
Corp., San Gabriel, Calif. The compact 
keyboard unit is easily integrated with 
any computer or digital instrument, 
data-logging, checkout, testing and other 
systems and can be used with tapes, 
both punched and magnetic, or cards. 








It is applicable to remote control oper- 
ations, has a ten-key keyboard and can 
accommodate from five to 30 control 
keys. Indicator lights are available for 
special applications. It can be inte- 
grated into existing systems without out- 
side technical assistance, according to 
the manufacturer. For More Informa- 
tion Circle No. 208. 
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Now A CHECK PROTECTOR 
with A SSU/LT-IN KEY PUNCH 


F& E 
KEYPUNCH 
PROTECTOR 


The Real Answer to Complete 
Account Reconcilement with- 
out Manual Key Punching 


@ No Key Punch Errors 


@ Source input-subsequent 
amount key punching 
eliminated 





Se a a a ee 
THE MOS oe @ Automatic-protected and 
No.2000 punched amounts are 


mah eh simultaneous 
PAY 1 3 GOdolsOOcts i @ Standard IBM Code 





i BANK OF PROSPERITY Kee 4 Royal Companion Check 
SIEM be S< AA ADA SAAS AEE ESE: fas 
" 40" : 4.56 78%° 


2a23456 


Signing and Dating Machine 





Attachment Available 


FOR — PUNCH CARD CHECKS @ MONEY ORDERS e GIFT CERTIFICATES 
TIME PAYMENT RECEIPTS e INSURANCE CLAIM CHECKS, ETC. 


MAIL COUPON 


O-1-6! 
THE HEDMAN COMPANY THE HEDMAN COMPANY 
158 West Armitage Avenue 1158 W. Armitage Ave., Chicago 14, Il. 


Chicago 14, Illinois Please send information on your Keypunch 
‘ Protector 


SINCE 1914 


DATA PROCESSING DIVISION 


For More Information Circle No. 407 
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Mow \PC MANUAL 


PLUG 
WIRE 


Newest wire since panels were built! 


SINGLE-PIECE CONSTRUCTION 

Here’s brand new concept in plug wire design. 
One-piece plug construction completely elimi- 
nates tip or terminal breakage when bent — 
cannot fall apart shorting machine back 
panels. 


CAPTIVE SPRING 

Two-way captive spring permits wire to pull 
out easily (exceeds IBM pushout require- 
ments) yet provides strong-set lock. 


PATENTED “F’’ CRIMP 
Plugwire tip applied with patented “‘F’’ (bare 
wire) Crimp technique prevents corrosion 
. assures use of highest possible contact 
area ... greater tensile strength .. . all 
assuring maximum electrical performance. 
VPC permanent self-contacting Plug Wires 
also incorporate the “‘F’’ crimp. Complete 
inventory of all types wires for use in com- 
puters and other related systems using fast 
change-over connections. Immediate 
shipment. 


VIRGINIA PANEL 
CORPORATION 
Dept. OF © Waynesboro, Virginia 
For More Information Circle No. 309 
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| and printed in an hour. 
| which can be operated back-to-back or 
| remotely over wide-band transmission 
| facilities, 





Facsimile Document 
Scanner and Printer 


ACSIMILE scanning and printing 
units capable of scanning and 


| transmitting page-width documents of 
| any length at 15 linear feet per minute 


were announced by A. B. Dick Co., 
Chicago. Six hundred individual page 
size documents may be transmitted 
The units, 


are developments in the 
growing line of Videograph data pre- 


| sentation systems. 


The Model 921 scanner accepts ran- 


| dom length documents and then trans- 
| mits the intelligence in the form of 


video signals to the Model 902 printer 
for either continuous or intermittent 
print-out. Dry, permanent copies are 


| produced on standard weight paper. 


A typical Videograph facsimile sys- 


| A. B. Dick scanner (right) and printer 
| (left) will scan and print page-width docu- 
| ments of any length at 15 linear feet a 


minute. 
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SOE, Naor 


EVERYTHING YOUR DUPLICATOR NEEDS! 





Plates of every description and size, 
preparation and duplicating supplies— 
you name it, Colitho, the world's most 
complete line, has it. Streamline your 
purchasing and at the same time re- 
ceive the kind of quality and perform- 
ance only the matched Colitho line is 


capable of producing. Consult the yel- —_ 


low pages or write for the name of the | 
Colitho dealer nearest you: Colitho 
Division, Columbia Ribbon & Carbon 
Mfg. Co., 1161 Herb Hill Road, Glen 
Cove, N. Y. 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N. Y. 
COLUMBIA RIBBON & CARBON PACIFIC INC., DUARTE, CALIF. 


For More Information Circle No. 251 
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“,.and I’m practically a lady of 
leisure, now that marvelous 
StenOtape does most of my 
work. Simply uncanny, the 
way it hears the boss’s words, 
even when he’s pacing around 
like a lion. Transcribes like a 
whiz, too. So I do twice the 
work in half the time and 
get araise "ae tap cela I! 
StenOtape {/ \~ 

you ought { 

boss to try 


DICTATING - TRANSCRIBING - CONFERENCE MACHINE 
FREE TRIAL AT YOUR DESK 


For More Information Circle No. 400 
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gone ome 


The only dictating machine that gives 
you hi-fi fidelity with 4-way versatility 


1.DICTATE 2.TRANSCRIBE 
3.RECORD 4.PLAYBACK 


CONFERENCES 


Check these special StenOtape features 

* Exclusive automatic “‘Self-Load”’ ree] 
¢ 2-hours; endlessly re-usable magnetic tape 
¢ Absolutely jamproof ¢ Simplest dictating 
and transcribing ever—one machine does both 
¢ Trouble-free operation — Exclusive 1 year 
guarantee « Travels in its own handsome 
attache case with room to spare for personal 
papers * Dozens more uses than only 
any other machine * Authorized 

dealers and service coast-to- $17995 
coast. FULL YEAR GUARANTEE sep. tax inc. 


FR E E For complete information about all dictating equip- 
ment, read ‘“The Facts About Dictating Machines.’’ 
K Includes an independent survey among secretaries dis- 
BOO closing what they look for. 
MORE GENS WEE nC EARS ST RA ER Re 


American Geloso Electronics, Inc. 

251 Park Ave. So., N. Y. 10, N. Y. Dept. No. 131 

© I would like a free demonstration at my desk (no obli- 
gation). Please call for an appointment. 


©) Please KUSH, without obligation, free 16-page book, 
“The Facts About Dictating Machines.’’ 











MAIL THIS COUPON NOW 


For More Information Circle No. 400 
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tem is designed to operate from several 
stations via wide-band microwave or 
coaxial cable. Videograph transmit- 
ter-receiver duos operate on a “party 
line” basis and are able to communi- 
cate with one or all stations simultane- 
ously. The enclosed-console scanner 
comprises a document feed and trans- 
port system, a mechanical-optical scan- 
ning system, electronic circuitry, a 
power supply, drive mechanisms and 
controls. The vacuum drum accepts 
folded, creased or curled sheets and 
scans them as readily as flat bond pa- 
pers. 

The Videograph printer comprises a 
paper-supply system, automatic paper 
cutter, electrostatic printing station, pa- 
per-transport system, electronic circuits, 
power supply, drives and _ controls 
housed in a console similar to the 
scanner. With power on, the Model 
902 printer stands ready to print on de- 


\ ¢ 


} 
GBB | 


TS “ 
Van ie 
oC ‘ 
, Meng 
“Have you met my son who recently 
joined our organization?” 


og 
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mand of an associated scanner. Infra- 
red heat permanently fuses the image 
to the paper. An automatic cutoff 
signal from the scanner eliminates 


waste leaders or trailers and copies are 
produced to the identical length of the 
original scanned document. For More 
Information Circle No. 103. 





Automatic Digit 


HE A570 CHECK digit verifier, 

which virtually eliminates human 
error in encoding account and other 
reference numbers into punched paper 
tape, was introduced by Burroughs 
Corp., Detroit. This is actually a 
solid-state electronic computer. It is 
cable connected to Burroughs account- 
ing machines that produce tapes for 
subsequent data processing, and it costs 
$1350. 


NY) 


A Burroughs engineer inspects the A570 
check digit verifier, a transistorized spe- 
cial purpose electronic computer. At- 
tached to Burroughs accounting machines, 
the verifier instantly checks reference 
numbers entered on the keyboard before 
they are punched into tape. 
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Verifier 


A mathematical computation, which 
the verifier performs instantaneously 
upon account numbers to be entered 
into tape, checks the accuracy of each 
entry. This prevents mistakes made in 
indexing account and other reference 
numbers into tape which are difficult 
to trace, often requiring long hours of 
searching to discover exactly on which 
account errors were made. 

A single checking digit is added to a 
regular account number. It is arrived 
at by the double-add-double calcula- 
tion of the account number. For in- 
stance, digits in account number 4321 
would be alternately doubled, from 
right to left, resulting in the number 
4622. These four digits when added 
total 14. This sum is subtracted from 
the next power of ten (in this case 
20) resulting in 6, the checking digit. 
Operator indexes 4321 6 into the ac- 
counting machine. 

The verifier automatically performs 
the calculation and, if the result fails 
to agree with the checking digit, ma- 
chine locks to signal operator before 
account number is punched into tape. 
Variations on the double-add-double 
calculation may be used, but the prin- 
ciple remains the same. Calculations 
performed by the CDV make it prac- 
tically impossible for operator to en- 
ter wrong account numbers. For More 
Information Circle No. 101. 
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The Meu 


ame 
COPIES ANYTHING 
THE EYE CAN SEE 


\ smoot 


Crisp, sharp, black and white copies of 
anything you want reproduced .. . printed, 
stamped, typed, written or drawn... and 
faster than those costing many times morel 
Best of all, the TRIANGLE 9 carries a © high speed operation 


lifetime guarantee of quality and service! © ventiieaniuiiete et 


Also available, a full line of os 

high quality photocopy paper ° takes paper 9 wide, any length 
@ copies from anything you can see 
@ sturdily built for lifetime service 


Sea ge le susiness MAcHINeEs, INC. 
1808 South Main St, Los Angeles 15, California Richmond 9-6231 


NEW YORK SALES OFFICE CANADIAN DISTRIBUTOR 

324 East 39th Street, New York 16 Roneo Co. of Canada Ltd., 259 Lake Shore Blvd. East 

Murray Hill 6-5876 Toronto 2, Ontario, Canada Empire 8-6155 
ee ee | 


Please send further information about the 
TRIANGLE 9 copying machine and new 
TRIANGLE paper. 


DEALER INQUIRIES NAME 
INVITED ~—t- TITLE 


MAIL COUPON TODAY! FIRM NAME 


ADDRESS 
CITY STATE 


PHONE 
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underwood Corporation 


in keeping with its new marketing pol- 
icy now distributes its office machines 
through Underwood branches and 
through exclusive Underwood sales 
agencies. 


All Underwood branches and agencies 
now offer the most comprehensive line 
of office machines available from a single 
source. Designed to meet virtually every 
typing and figure-work requirement of 
modern business, the line includes; 


The Underwood RAPHAEL Electric Type- 
writer with automatic variable spacing 
and carbon ribbon, designed to provide 
top management with typing of excep- 
tional beauty . . . $590.00 plus F.E.T. 


An announcement 


The Underwood FORUM Electric Type- 
writer with normal spacing and equipped 
with carbon and fabric ribbon, for cor- 
respondence demanding typing of dis- 
tinguished appearance and outstanding 
clarity . . . $445.00 plus F.E.T. 


The Underwood SCRIPTOR Electric Type- 
writer, designed to provide management 
with high quality general-purpose typ- 
ing where work loads are heavy ... 
$350.00 plus F.E.T. 


The Underwood TOUCHMASTER FIVE 
Standard Typewriter, for conventional 
typing . . . $225.00 plus F.E.T, 


The Underwood-Olivetti DIVISUMMA 24 
Calculator with a unique memory fea- 
ture that eliminates manual re-entry of 
intermediate results. Like all Under- 
wood-Olivetti figure-work machines it 
provides printed tape record of all opera- 
tions for quick checking and inclusion 
with work sheets... $675.00 plus F.E.T. 
For More Information Circle No. 451 
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The Underwood-Olivetti TETRACTYS, a 
dual-register version of the Divisumma 
24 with a ““memory’”’, performs all the 
operations of the Divisumma 24 and 
is able to perform complex and com- 
bined operations . . . $875.00 plus F.E.T. 


The Underwood-Olivetti ELECTRO- 
SUMMA 22, a high-speed, high-capac- 
ity, 10-key adding-listing machine with 
exclusive time-and-money-saving fea- 
tures . . . $285.00 plus F.E.T. 


The Underwood-Olivetti MULTISUMMA 
22, a high-speed, high-capacity adding 
machine that performs positive and 
negative multiplication with printed 
record of multiplicand, multiplier and 


of sales-agency policy 


product . . . $348.00 plus F.E.T. 
s 
Under the new agency contract, sample 
machines will be provided; all condi- 
tions are designed to assure a highly 
favorable climate for profitable growth; 
and good opportunities are provided for 
sales to schools and government. 


Territories in many desirable locations 
are currently available to qualified per- 
sons. For information, write or wire 
Director of Sales Agents, Underwood 
Corporation, One Park Avenue, New 
York 16, New York. 


e The Underwood line of accounting 
machines will be made available, under 
special agreement to qualified agents. 


e The Underwood portables, the 

LETTERA 22 and the STUDIO 44, 

and a line of quality ribbons and carbon 

paper are also available on a non-exclu- 

sive basis under special dealer agreement. Note: Prices listed above are current prices. 
For More Information Circle No. 451 
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Calculagraph 500 Series automatically 
computes actual labor time — eliminates 
error-ridden manual methods. 


Your data collection system can be 
greatly simplified and attain greater 
accuracy with the new 500 Series Cal- 
culagraph because this completely new 
computing time recorder, based on the 
time-tested Calculagraph principle, com- 
putes as well as prints the actual time 
worked on any given production job. 
There are no complicated levers or but- 
tons to set. The 500 Series makes the 
decisions. Production workers merely 
insert job cards at the “start” and 
“finish” of the job. The 500 Series does 
the rest. The actual time worked, with 


INDUSTRIAL DIVISION 


nonworking periods automatically de- 
ducted, is printed on the job card and 
ready for processing. 

The 500 Series dovetails easily with 
any internal data processing system or 
outside service center. In smaller sys- 
tems where the volume does not justify 
the use of machine accounting, this new 
computing time recorder can be a sys- 
tem in itself. 

Investigate this new 500 Series now. 
Write or call for more details and, if 
possible, send us samples of your job 
cards for analysis. 


CALCULAGRAPH Compony 


278 Ridgedale Avenue, Hanover, New Jersey 





1961 ANNUAL FORUM 


(Continued from page 40) 
view use and purchase of equipment in 
terms of economics as well as the oppor- 
tunity to reduce or eliminate the human 
error factor.—IRVING L. BRITTLE, J. 
C. Wheat & Co., Richmond, Va. 


Conventional Machines 


During the past two years, we have 
automated some processes in our service 


in researching procedures which may be 
economically assigned to data processing 
and computing areas, there seems to be 
very little letdown in the need for con- 
ventional office equipment such as type- 
writers, adding machines, calculators and 
small duplicators. Accordingly, I believe 
our purchases of this type of office equip- 
ment will compare favorably with last 
year’s.—E. H. BACKEY, Manager, Office 
Services Div., Ohio Oil Co., Findlay, Ohio. 


(To be continued in February) 





area and in the ;~ 
building construc- 
tion area. We are 
satisfied with the 
results obtained. 


We are constantly 
researching meth- 
ods and procedures 
so that we may 
stay abreast of 
changes in the field 
of office services. 





Data _ processing, 
of course, lends 








with |B 














Y| self-sticking 





itself to the saving 
of time particu- 
larly in paperwork. 


Since our work is 
primarily services 
with a minimum 
of paperwork, data 


CORRECTION SEALS 


processing equip- 
ment is not used 
extensively in our 
division. However, 
in other areas of 
our organization, 
much economy 
has been effected 
through the use 
of data processing 
equipment and 
computers. 


Though our 
company has been, 
in my _ opinion, 
quite aggressive 
and progressive | 





Made of super-thin Mylar® 

. . feeds freely, won't jam 
equipment. Highly visible 
opaque red color easy to 
spot. Fast to apply. Low 


in cost. Order red and trans-. 


parent seals from stock; sil- 
ver on special order. Send 
for free sample. 


W. H. LLULMUEE CO. * 770 W. GLENDALE AVE. * MILWAUKEE 9, WIS. 


Manufacturers of Quality Pressure-Sensitive Tape Products ° 


Est. 1914 


SALES OFFICES: Atlanta « Boston ¢ Buffalo * Chicago * Cincinnati * Cleveland 
Detroit * Hartford * Los Angeles * Milwaukee * New York © Newark © Philadelphia 


St. Louis « 


an Francisco « Brampton, Ontario, Canada 
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This Erase-O-Matic magnetic dictation 
belt can be re-used literally hundreds 
of times. Offers you tremendous sav- 
ings compared to ordinary grooved 
belts and discs, which can be used 
only once. Perfect dictation and tran- Ba ae @ 
scription every time. For a demonstra- “ — 
tion, see the Yellow Pages under “dic- COMPTOMETER 
tating machines, Comptometer,” or CORPORATION 

write Comptometer, Dept O-1, 5600 re . BUSINESS FORMS + GOLF EQUIPMENT 
Jarvis Avenue, Chicago 48, IMinois. COMMUNICATION EQUIPMENT * ELECTRONIC EQUIPMENT 
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This 


dictation 
belt... 


pays for any 


Comptometer 
dictating 


machine 
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Life Insurance Officers 
Seek Standardization 


MERRILL R. TABOR 

President, Life Office Management Assn. 

1st Vice President & Secretary, 

Berkshire Life Insurance Co., Pittsfield, Mass. 


BASIC AIM of Life Office Man- 

agement Assn. is to make it pos- 
sible for member companies to provide 
life insurance protection to the greatest 
number of people at the lowest cost con- 
sistent with safety. A large portion of 
our research program is directed 
toward investigating the newest equip- 
ment and most advanced systems and 
procedures. 


We live in an age in which scientific 
management of business is becoming 
more and more prevalent. We have in- 


vested hundreds of millions of dollars 
in electronic equipment to make, our 
business more efficient and more com- 


petitive. Yet we literally throw away 
millions of dollars each year because of 
the lack of standardized equipment in 
data processing and office machines. 
For instance, many decentralized busi- 
nesses have found it desirable to have 
their electronic computers and other 
data processing equipment communi- 
cate with one another. In many in- 
stances, where machines are of differ- 
ent manufacture, costly conversion 
equipment is required. If all data proc- 
essing machines were compatible, the 
need for much of this intercoupling and 
translating equipment would be obvi- 
ated. 


We of Life Office Management Assn. 
think it particularly important that in- 
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ternational office machine standards be 
set. The rapid growth of the data 
processing industry both here and 
abroad, and the great increase in world 
trade, make it imperative that interna- 
tional standards come into being as soon 
as possible. Machine standards would 
provide users with flexibility of change. 
They would be freed from the specter 
of obsolescence that they so often face 
today. There would be less likelihood 
of equipment being made obsolete by 
major changes in basic concepts. Users 
would also have greater freedom to 
choose peripheral equipment. They 
would be able to combine the products 
of various manufacturers to devise the 
most practicable system. 

Recently, the Office Equipment Man- 
ufacturers Institute was designated by 
American Standards Assn. to sponsor 
a determined drive to standardize office 
equipment. Sectional Committees X3 
and X4 were formed to set standards, 
respectively, for data processing equip- 
ment and office machines.. OEMI has 
appointed a special data processing 
group to coordinate the activities of the 
X3 Sectional Committee on data proc- 
essing standards. 

The data processing industry prob- 
ably has one of the most difficult 
standardization problems of any of the 

(Continued on page 294) 





A Basic Approach to 


Convention Planning 


LOWELL S. RINEHART 


President, Insurance Accounting & Statistical Assn. 
Nationwide Mutual Insurance Co., Columbus, Ohio. 


HEN determining whether or not 

to attend a convention, do you 
simply check to see if your regular 
work can be arranged so that the 
“annual trip” is possible? This is not 
sufficient, even though a great deal can 
be said in favor of attendance at most 
association meetings. It is more impor- 
tant to base your decision upon the 
program which is offered and the at- 
tendance it will attract. Information re- 
garding both is usually available. 

Just how does an industry association 
develop a program that attracts atten- 
dance to the point where only a few 
of the largest hotels in North America 
can provide ample facilities? Undoubt- 
edly there are many ways to build such 
programs. Here is a grass-roots ap- 
proach which has met with consider- 
able success in our organization of some 
750 insurance companies. Admittedly, 
we have some unusual opportunities 
and problems because ours is the only 
association whose membership is drawn 
from casualty, fire and life insurance 
companies without restriction as to size, 
geographic location, or whether they are 
organized as a stock company, mutual 
company or reciprocal. 

While an annual conference is being 
held, committee chairmen name com- 
mittee members for the following year. 
When reaction questionnaires on the 
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conference are received, additional 
members are named. Suggested topics 
for the following year’s program, which 
appear on the questionnaires, are given 
careful consideration, for here is the 
beginning of grass-roots programing. 
This is further promoted by the way 
committee members are chosen: con- 
sideration is given to both geographic 
spread and type of insurance company 
—casualty, fire or life, and stock, mu- 
tual or reciprocal. 

Eight months before the conference 
is held, approximately 100 committee 
members meet in the hotel which will 
serve as the site of the conference. 
These people, who make up the various 
industry and functional committees and 
subcommittees, choose program topics 
and assign responsibility to obtain com- 
petent leadership for workshop semi- 
nars and panel discussions. Five months 
later, the same group reviews the re- 
ports on progress and finalizes arrange- 
ments with the aid of the board of di- 
rectors of the association. 

A month later, and approximately 45 
days prior to the annual conference, a 
program is released. This program not 
only carries the topics to be discussed, 
but gives the names of the leaders for 
each session, their company affiliation, 
and a brief description of the material 


(Continued on page 296) 
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é 
Edges trimmed in 


RING BOOK 
LABEL HOLDERS 


For proper size 
when ordering, 
for ring binders, 
measure diam- 
eter of ring. 


color— Available in 


Swivel clips for 
neat fit 


lvory—Red—Green 
Blue—Black 


*Patented U.S.A. 


NEW DESIGN BY ORIGINATORS OF BOOK !NDEXING 
COLORS FOR CODING AND INDEXING 


WILL NOT MAR OR SCRATCH YOUR FURNITURE 
MADE OF PLASTIC—NO SHARP EDGES 


AVAILABLE IN LENGTHS TO SUIT YOUR NEEDS 


THE 


500 
LINE 
for Yo” or %” 
Ring Sales 
Books 
The only label holder for small binders 


3 STANDARD 
SIZES 
Ring Size 
1” 
ly” 
9" 
STANDARD 
LENGTH 214” 





Cam locking legs at both ends 
for full length label holders 





For Your FREE Sample 3 


fill in and mail this coupon to 


Office 
Products Ine. 


P.O. Box 6677 
26029 W. Eight Mile Road 
Detroit 40, Michigan 


Weer atin pink 
Company 
Street____ 
City 





in OO aisinissrmisin NG... 





Please furnish the Name of 
Your Stationer Or Dealer 
Your Stationer 
or Dealer____ 


es a... 
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The 
“THERMO-FAX”’ 
Copying Machine 

with the NEW 


“COPYTROL 
DIAL” 


makes better 
copies, fast 
and easy! 


osta 
MINNESOTA MINING 


4 
{= 
2° 
> 
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r= 
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AND MANUFACTURING CO. 


Dept. DBY-11 


St. Paul 6, Minnesota 





and more! 
COPYING 
LAMINATING 
ADDRESSING LABELS 
PROJECTION TRANSPARENCIES 
SYSTEMS PAPERS 
PAPER PLATES 


Copying Machine 
does all these jobs 


~ 
= 
bie 
2g 
~ & 
Ltd 
— 
~~ 


At no obligation, I’m interested in information 
about the ways “Thermo-Fax’”’ Brand Copying 
Machines can simplify the jobs I’ve checked. 


General Copying Statements Addressing Labels 
Projection Transparencies Paper Plates Systems Papers 
Laminating Check if you now use a “Thermo-Fax” Copying Machine. 
Name__ = a ores alee 
Title_ 
Firm__ 
Address_ 
City_ Zone___ State 





SEE FOR YOURSELF 


... the most versatile business 
machine in the business world 


does 
more 


jobs 
On Wall Street, Michigan Avenue... Main 
Street U.S.A... . ‘‘Thermo-Fax’’ Brand 
Copying Machines are copying corre- 
spondence, addressing labels, laminat- 
ing, making statements, projection trans- 
parencies, and paper plates. Also, sys- 
tems papers as little as 2¢ a copy. Plus 
many more jobs. 

And all-electric ‘‘Thermo-Fax’’ Copy- 
ing Machines are delivering each job per- 
fectly dry in just 4 seconds! 

The ‘‘Thermo-Fax’’ Copying Machine 
is the business man’s business machine 
for one sound reason... does more jobs! 

See for yourself. Mail the card. 


Thermo-Fax 


BR ND 
COPYING MACHINES 
A Thermo-Fax Sagemeamivtbenoasee 
J copvinc Propucts ED OF 3M COMPANY 
Miianesora Miinine AND 


Wanuracrurine COMPANY 


- «+» WHERE RESEARCH IS THE KEY TO TOMORROW 
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wos! 


speed payroll auditing 


The Cincinnati Clipper, a fully automatic time recorder, speeds 
payroll auditing. See for yourself. And, by printing up-the- 
card and never overprinting . . . Clipper handles both incom- 
ing and outgoing employees on close or irregular schedules. 
“Start-Stop” signals are optionally available. Get the full story 


from your nearby Cincinnati representative or write for 
literature. 


“IF IT'S ABOUT TIME . . . CALL FOR CINCINNATI” 


TIME RECORDER CO. 
1733 Central Avenue, Cincinnati 14, Ohio 
Gentlemen: Please send me your new bulletin on the Model 2000 Clipper. 
NAME TITLE 
COMPANY 
STREET CITY IONE___STATE 
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EDP Allows Time for 
Marginal Accounts 


RALPH E. BROWN 


President, National Assn. of Credit Management. 


Marsh & McLennan, Inc., St. Louis. 


OMPUTERS shared the spotlight 

with commentators on TV on 
Election Night. It is easy to forget, 
in the relatively short viewing time, the 
many months of application of human 
intelligence that made those mechanical 
feats possible. Men had to design the 
machines, decide what data would 
make up the input, and whgt programs 
would convert it into meaningful out- 
put. As Norbert Wiener, a pioneer in 
computer development, said, “Let us 
remember that the automatic machine 

. is the precise economic equivalent 
of slave labor.” It does man’s bidding, 
not his thinking. Herbert W. Robin- 
son, head of his own independent com- 
puter service center (C-E-I-R, Inc.) 
puts the point like this: Machines are 
“wonderful pieces of equipment, but 
they can only do what they’re told to 
do. As their capabilities grow, we need 
people of greater and greater intelli- 
gence to work them.” 

Automation has, I believe, been used 
in offices long enough for management 
to understand its major advantages and 
limitations, and the more likely areas 
of further practical business applica- 
tion. It has become clear that there 
is a break-even point that does, or does 
not, justify installation of such equip- 
ment. High installation and operation 
costs tend to limit EDP to the need for 
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massive data, continuously processed. 
But computers can only deal with what 
is quantitative; the qualitative decisions 
remain human. 

What part can computers play in 
credit decisions, assuming a_ large 
enough credit operation? How much 
work in the typical credit department 
can be entrusted to mechanical proc- 
essing? Answers will vary, of course, 
in relation to company size, product or 
service, policies, market, method of dis- 
tribution and similar factors, but I think 
we can reduce the problem to some 
common elements. 

Management—whether it is of credit 
or other functions—is generally con- 
sidered to have four main responsibili- 
ties: setting objectives, planning, or- 
ganizing and controlling. It is in this 
last activity that the computer is likely 
to play its most important role, since 
controls are the most readily quanti- 
fied. 

The Credit Management Handbook, 
written by 108 practicing credit execu- 
tives, management consultants and busi- 
ness educators, and published by the 
Credit Research Foundation of the Na- 
tional Assn. of Credit Management, 
states that the credit manager has the 
responsibility to plan and direct the 
credit function in his company with 
these principal objectives: 





MAGAZINE LOADING—no more old- 

fashioned hand-threading... just 
drop on the exclusive Norelco tape 
magazine — it’s fumble-proof, jam- 
proof, takes just 2 seconds! 


ONLY FIVE CONTROLS—comparable 

machines use as many as 10 for all 
functions: dictating, playback, fast- 
forward, fast-rewind, quick-review, 
quick-erase and stop. 


TRUE FIDELITY SOUND—assured by 

the engineers of world famous 
Norelco hi-fi and electronic equip- 
ment; superior sound speeds typing, 
makes transcribing a snap! 


EASY PORTABILITY — only 8 pounds 

. travels anywhere... fits any- 

where... for your office, home, or car 

—wherever and whenever it is most 
convenient for you. 


PERMANENT MAGNETIC TAPE—eco- 

nomical...no replacement costs! 
Always ready for instant review—or 
erase at the touch of a button and 
re-use whenever you wish. 


AUTOMATIC END-OF-TAPE BUZZER 

—automatic signal tells you when 
you’ve reached the end of your tape; 
saves time by preventing you from 
continuing to dictate when reel is 
complete. 


INSTANTANEOUS TELEPHONE-REC- 

ORD SWITCH — permits immediate 
switching from dictating to tele- 
phone-call recording; another 
Norelco ‘extra’ feature at no extra 
cost! 


MODERN DECORATOR STYLING— 

handsome two-tone green trim- 
med with maroon; designed to per- 
mit the Norelco ‘75’ to blend with any 
decor, modern or traditional. 


---and only $189.50 (plus tax) with 
your choice of either dictating or 
transcribing accessories. 


NORTH AMERICAN PHILIPS CO., INC. 
230 Duffy Avenue, Hicksville, Long Island, N. Y. 


Gentlemen: 


Yes, I am interested out how the Norelco ‘ 
arias sens Gy elles dienind nd Sane, ae 


ee ee ee 


Please arrange a free demonstration, bn my fice... how bleton on or 
—, at (time). ‘ 


about (date). 





ALL 


the features you need... 


ONLY 


the features you need... 


...it’s as simple 
as that... 


NEW, 
MAGAZINE 


Ls 15 


Dictating/Transcribing Machine 
Now Available From Your Dealer 


e informatior 


No. 237 


ca 


Dictaing Basipment Division a4 
O-1 


epee 


chine can sim can gan simplity 


machine 
more pleasant. 








aoe 











_ In Canada, the Norelco ation 15 ts huown ce the "Philips ; 


- tributed by Philips Industries, Ltd., 116 V: 





1, Achieve increased sales and prof- 
its by close cooperation with the sales 
department, protection of customer 
good will, and the efficient turnover of 
receivables. 

2. Maintain and improve the quality 
of the work performed in the depart- 
ment (with emphasis on accuracy, 
thoroughness and follow up). 

3. Handle volume of credit work- 
load with minimum cost. 

4. Delegate responsibilities to staff, 
with appropriate accountability for re- 
sults. 


5. Create a team with high efficiency 
and morale. 

6. Review and appraise operations 
in relation to objectives, policies, stand- 
ards and practices, and take remedial 
action wherever and whenever required. 


Many of these responsibilities are 
similar to those of managers in other 
departments. In themselves, they are 
not basically changed by the installation 
of EDP, since most decisions in these 
areas are qualitative rather than quan- 
titative. But some activities in a typi- 
cal credit department are, or can be, 
influenced by EDP, whether it is a com- 
plete computer system or _ isolated 
equipment to handle part of the de- 
partment’s data and repetitive opera- 
tions. In a large credit department, 
the advantages of EDP show to best 
advantage. 


It is reliably estimated that some 
credit departments handle up to 90% 
of customers’ orders by a formula 
tailored to company needs and cus- 
tomer risk. Machines can do the me- 
chanical follow up on this job, once 
the way has been prepared. Before 
accounts can be mechanized, certain 
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general—and specific customer—deci- 
sions have to be made. General de- 
cisions involve the company’s overall 
credit policy. This may include what 
size orders require credit investigation 
before approval, credit risk in relation 
to gross profit margin, potential future 
customer volume, whether a customer 
is new, an established account, or an 
account that has been inactive for a 
period. 

Specific decisions for a given cus- 
tomer may then be made following a 
credit investigation. How much credit 
can the company judiciously grant the 
customer? This kind of quantitative 
information, once determined, can be 
punched on a card or stored on a tape 
for a system of automatic credit ap- 
proval and mechanized handling, within 
the limits established. 

Faster processing permits better 
customer service. Exceptions to rou- 
tine procedure can be mechanically sig- 
naled and identified. With a system of 
this kind, the credit manager, relieved 
of clerical routine, can devote more 
time and attention to orders that will 
benefit from review and require his 
judgment. This gives him the oppor- 
tunity, too, to manage more carefully 
the marginal risk which, according to a 
recent survey of NACM members, has 
at least four characteristics: inadequate 
working capital, record of slow pay- 
ments, responsible management, and 
strong sales potential. 

Among 123 companies participating 
in the survey, none reported it did no 
business at all with marginal accounts. 
One-fourth of the companies stated 
that 21% or more of their sales volume 


(Continued on page 298) 





Computers’ Impact on 


Management Science 


MURRAY A. GEISLER 


President, Institute of Management Sciences. 
Dept. of Statistics, Stanford University, Stanford, Calif. 


IGH-SPEED COMPUTERS have 

had a marked impact on scientific 
and business activity. A crude classifi- 
cation of computer applications distin- 
guishes three categories: (1) routine 
computational or clerical tasks formerly 
performed manually, or with the aid of 
desk calculators, tabulators, tabulating 
equipment, etc.; (2) large scale projects 
of a similar nature, whose size and 
complexity formerly precluded their 
being undertaken; and (3) essentially 
new applications, many of which have 
been influenced in their formulation by 
the computer field and the concepts to 
which it has given rise. 

This article gives an informal analysis 
of computer applications in areas of 
general interest to management, and 
particularly discusses data processing 
and mathematical models. 

Mathematical models are becoming 
prominent in management science be- 
cause of the much greater possibilities 
that computers provide for handling 
and studying management problems 
through such models. We use the term 
in a very broad sense to mean any 
systematic symbol construction. A set 
of accounts is a model, as is a set of 


Much of this article has been drawn from a 
provocative paper by Robert L. Ashenhurst of 
the University of Chicago, contained in a book 
entitled, Contributions to Scientific Research to 
Management, published by the University of Cali- 
fornia. 
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simultaneous linear equations represent- 
ing a production system. Symbolic 
models are useful both to those who 
operate businesses and to those who 
study business operations. There is no 
clear dividing line between the activities 
of these two groups. There is, in fact, a 
continuing interaction between them. 

The first applications of computers 
specifically to business were in the area 
of routine clerical operations, including 
the functions of systematic record 
keeping and associated document prep- 
aration. It was reasoned that many of 
these tasks were highly repetitive and 
were performed according to a specified 
set of rules which required no element 
of judgment in their application. Hence 
the area seemed ideal for mechanized 
data processing. It was thought that once 
programs were developed, a system 
could function more efficiently than 
before and yet require fewer people. 
But it was also recognized that success- 
ful mechanization would require higher 
standards of reliability and powerful 
input-output capability on the part of 
computers. 

The attempt to implement such 
projects revealed that the initial assump- 
tions were overly optimistic. The pre- 
cision with which rules were formulated 
and applied was below the standard 


(Continued on page 299) 


THe Orrice—January, 1961 





¢ Unbeatable ny 


BLACK 
& WHITE 


and 











COLOR en 


. all from one ruggedly con- 
structed, LOW COST camera 


Cut film, vacuum, Xerox, Ge- 
vacopy and Ektalith backs 
can be interchanged quickly 
and easily 


Same focusing 
scales are used 
for all backs 


Lets you make 


Can be equipped 
to back light color 
transparencies 


camera lights 


If you’re looking for a really practical 
and versatile camera, you'll want to 
investigate the Miller-Trojan Sharp- 
shooter. 

It lets you interchange any one of 
5 different backs. Standard trans- 
former operated incandescent lights 
give you correct Kelvin temperature 
for making color separations from 
reflection copy—or, with an optional 
transparency copy board assembly, 


you can back light transparencies. It 
incorporates proven horizontal cam- 


miller 
trojan 


color separations from 
reflection copy using standard 


Enlarges twice and 


reduces five times 


Can be equipped 
for gallery or dark 
room operation 


WY () 


CAMERA 


era design to assure greater rigidity, 

better lighting, less dust, and easier 

operation—is equipped with the lat- 

est camera features—can be ‘‘added 

to”’ in the future without expensive 

modification—yet sells at a low cost. 
Everything considered, it’s your 

best camera buy whether you need 

the 11” x 14” or the 14” x 18” size. 
Write today for 

full details and 

make your own 

comparison! 


Dealers in all principal cities 
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wii Executive Papers by Kimberly- 
")-)) Clark. Wrapped and ready in 
")) handsome new packages, as 
distinctive as the sparkling 
} papers inside. Executive Papers 
1} give you choice... not chance. 
No matter what type of office 
equipment you use, you can 
select the right paper for the 
job. Crisp cotton fiber papers, 
for the feeling of importance. 
Versatile sulphites for every 
form of general office use. 
Coated and uncoated papers 
for special impressions. © If it’s 
rinted, typed, duplicated or 
handwritten — next time, let 











an Executive Paper carry the 
message. Available from your 
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Some Sound Advice 
From an Office Buyer 


ROBERT F. AMES 


Chairman, Office Buyers Group, 
National Assn. of Purchasing Agents. 
Purchasing Representative—N, Y., 
United States Steel Corp., New York. 


ANY A COMPANY has con- 
|) eae a new building to house its 
eneral offices only to find the space 
insufficient, thus making them seek 
outside space. Nor are four walls 
enough, even walls of the right dimen- 
sions, unless there are the right staff 
people within them. 

These circumstances justify the exist- 
ence of the Office Buyers Group of the 
National Assn. of Purchasing Agents 
that holds periodical seminars and meet- 
ings in various sections of the country 
to pool ideas, set up goals and generally 
raise the importance of purchasing for 
the office. Many directors of purchasing 
regard the purchase of such things as 
pencils and paper clips as secondary to 
carload lots of raw materials and the 
like; but a year’s tabulation of the costs 
of these seemingly insignificant items 
will quickly dispel the feeling that they 
are negligible. 

In purchasing, as in other fields of 
business, emphasis these days is on 
automation and integrated data proc- 
essing. Actually even a small business 
with an adding machine or cash register 
which produces. tapes can gain by this 
method of record keeping, forecasting 
future trends on experiences of the past. 
When we consider the purchase or rent 
alternatives in securing office machines 
we feel it is generally better to rent. 
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You normaly secure free service and 
maintenance with renting, but may 
have to contract for it if you buy. On a 
rental basis, you obtain the latest equip- 
ment available. By the time you have 
installed a machine, a new model may 
be on the drawing board or in produc- 
tion. 

A secondary problem is effective use 
of supporting material such as forms, 
ribbons, carbons, tabulating cards, etc. 
Recent governmental action has made 
it possible for many new suppliers to 
produce needed competitive supplies. 
The buyer’s question is: should he risk 
the effectiveness of equipment with new 
or cheaper material, or should he stick 
with the machine manufacturer for 
supporting material? To illustrate, a 
certain type of paper costs 60 cents a 
roll when ordered from the manufac- 
turer of the machine. The same paper, 
from the paper manufacturer who 
furnishes it to the machine manufac- 
turer, can be obtained for 28 cents a 
roll by buying direct. The thing it lacks 
is the name of the machine manufac- 
turer on the package and, by implica- 
tion, his warranty of his machines and 
supplies. 

One phase of a purchasing agent’s 
business relations which cannot be over- 
looked is his report to management. 
Even if a report is not required, one 
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® One of the many extras that make GF office furniture so much better 


We even give casters a “torture test” 


Even such seemingly minor items as chair casters must go through tough “break-down tests” 
at GF. They're run back and forth /00,000 times over a surface with built-up obstructions 
...to be sure they can “take it”. Altogether, they travel 400,000 feet—or over 75 miles. 
This is but one of scores of special tests and processes we use to make General Fireproofing 
office furniture serve better, last longer. It’s part of the built-in value you buy with every 


piece of GF equipment. The General Fireproofing Company, Dept. OF-1 1, Youngstown 1, Ohio. 
ENERAL 
ee BUSINESS FURNITURE ® 
Py: PROOFING 
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should be submitted every month or 
every quarter, to cover market condi- 
tions, availability of material, current 
prices of commodities used in the busi- 
ness and his personal or departmental 
thinking as to what the future holds. 
This is a profound responsibility and 
a purchasing agent had better be right. 
A lag of any appreciable time, from 
securing data to submission of the 
report, must be avoided. Hence the 
necessity for machine accounting or 
integrated data processing. A cue from 
such a report may well provide the 
means for a successful business year 
or a disastrous one. 

When does an office machine wear 
out or lose its greatest value from stand- 
point of trade-in or sale on a used 
basis? A large manufacturer of electric 
typewriters feels that 642 years is the 
age when an electric takes its final drop 
to $55 or $60. For this reason many 
users consider five years as the desir- 
able and most economical trade-in age. 

Magnetic Ink Character Recognition 
is fast becoming a matter to face in the 
near future. Purchasing personnel in 
banking must recognize that, because of 
high costs of operations and because 
much of today’s business is done by 
checks or drafts, banks must promptly 
adopt efficient and quick means of 
processing checks. MICR will provide 
it; but the possibility or certainty of the 
adoption of MICR must be considered 
in reordering checks now. The time 
needed for installation of a MICR 
program will vary from bank to bank, 
but 18 to 24 months are usually allowed 
for the entire job. The National Assn. 
of Purchasing Agents is planning a 
seminar on this problem at its conven- 
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tion at Chicago in June of this year. 

From the purchasing viewpoint, it is 
economically sound to adopt identical 
or similar continuous forms for use on 
data processing equipment. This per- 
mits a crash imprint of firm or division 
names and titles to identify a report, 
and secures striking savings from pro- 
ducers, since stock forms are used. Care 
should be exercised in purchasing tabu- 
lating cards and tapes to make certain 
they will work efficiently on the equip- 
ment, will not warp in storage, and are 
purchased in quantities sufficient to 
avoid minimum quantity penalties. 

In a recent meeting in New York, 
the question was raised whether anyone 
had any experience purchasing printing 
on a square inch basis. No one had, 
but it was felt that, on a nominal run 
basis, contract printing of this type was 
not as economical as obtaining bids. It 
was also felt that the true picture of 
snap-out forms can best be obtained by 
referring to the non-productive time 
only, including makeready and putting 
away. 

The use .of automatic typewriters to 
provide tapes of typed material is mov- 
ing to the front, especially in sales and 
purchasing where a considerable volume 
of work is repetitive. Since these ma- 
chines are expensive, they should have 
a full work schedule. It may be good 
judgment to have a reserve machine for 
emergency use in breakdown periods. 
Travelling requisitions can have a pouch 
so individual tapes travel safely with 
them, to be combined later with the 
master tape at the typing location. A 
soundproof shelter for machine and 
operator will shut off disturbing noises 

(Continued on page 302) 


THe Orrice—January, 1961 





See How 
COPEASE CHAMPION 
Six-Point 
Superiority 
Pays Off 


Free 3-day 


trial 


(Cc; 
\ Copease 


Many leading corporations insist on Copease. For six good reasons! 
Only Copease gives all these important copying features: 


1. COPIES EVERYTHING regard- 
less of color of ink, pencil or 
paper. If you can see it, the 
Champion can copy it — in per- 
manent black on white bond 
that will not fade. 


2.POSI-CONTACT EXPOSING 
PROCESS gives sharp, clear 
copies of even fine detail, 
quickly. Difficult originals copy 
well.Good onescopy impeccably. 


3. NO DIAL ADJUSTMENT for 
ninety-six percent of all copy- 
ing. The result? Time-consum- 
ing trial and error guesswork 
settings are ended. Costly pa- 
per waste is slashed. 


4. CLEAN AND SIMPLE opera- 
tion. Anyone can learn to run 
the Champion in a few min- 
utes. It’s clean as a typewriter 
—and lots easier. 


For More Information Circle No. 401 


Copease 


COPEASE CORPORATION 


Copease Quality 
Costs Less 


5. NEW STYLING makes t 
compact copier an asset 
every decor. The Champion’s 
home in any office, and looks 


6. LOW-COST QUALITY 


COPEASE CORPORATION, Dept. O-1 
425 Park Ave., New York 22, N. Y. 


Name 


( Please send free literature on the new Champion 
C) I want a free 3-day trial of the new Champion 





Title 








Famous Acco fastener Keeps papers secure 


Simply slip punched papers over pronged base section _Holds letter, legal—any size sheets. Ideal for work sheets. 
of fastener. Then add compressor section to lock papers Comes in 7 base lengths —from 2k” to 8%”. Up to 6” 
and prongs in place. capacity. 


Makes folders spillproof At its best in Accobind 


To avoid the hazards of loose paper filing, simply punch The fastener is built right into this Accobind folder 
two holes in any ordinary folder and insert Acco fastener Made of firm pressboard, it never sags, saves file space. 
as shown above. Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS: 4 Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 428 





Adopt Automation 
At the Right Time 


O. R. WINTER 


President, National Institute of 
Governmental Purchasing. 
Purchasing Agent, City of New Britain, Conn. 


FFICE AUTOMATION is a ques- 
tion of degree rather than deci- 
sion. All modern offices use mechanical 
equipment which is more or less auto- 
matic. For the purpose of this com- 
mentary we can define automation as 
“a more mechanical process to produce 
_hecessary information more quickly, ac- 
curately, and probably with fewer peo- 
ple”. For this article we will discuss 
mechanization of government record 
keeping in a small community. 

Many small municipalities are at the 
point of decision where their workload 
is increasing to such an extent that nec- 
essary forms (tax bills, water bills, etc.) 
are being produced before deadlines 
with ever-increasing difficulty. Natural- 
ly, they are turning to more mechanical 
means of producing the necessary data. 
Sometimes the word “mechanization” 
carries with it the connotation of a cure- 
all, and the temptation to a small town 
government is often to simply turn its 
problem over to a company producing 
or selling this type of equipment. This 
can be a sad and costly experience, 
particularly if several factors are not 
considered. A city may find itself get- 
ting its data produced at a cost consid- 
erably greater than necessary. 

In a small municipality, these are 
some of the several important aspects 
to consider before the actual installation 
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or type of installation should be con- 
sidered: (1) costs of equipment and 
operating personnel; (2) benefits from 
equipment efficiency and personnel dis- 
placement. 

Equipment costs depend on the type 
of equipment purchased. Comparative 
costs, to do the job required, are es- 
sential. There is the possibility of rent- 
ing the necessary equipment which will, 
of course, reduce initial outlay and 
serve to charge each tax year with an 
equal burden. 

Operating personnel costs could pre- 
sent a problem since it is usually nec- 
essary to employ specially trained peo- 
ple to operate sophisticated equipment. 
Chances are, in your present system, 
you are performing the necessary func- 
tions with nonspecialists. You might 
have to pay a specialist a higher wage, 
and it might be advisable to train an 
understudy to step into the breach if 
and when your specialist leaves for 
greener pastures. 

Naturally the two main benefits of 
mechanization or semimechanization 
are speed and accuracy, so mechaniza- 
tion should make it comparatively easy 
to produce all required forms quickly, 
easily, on time and without error. The 
equipment you buy should produce this 
end result. 


(Continued on page 303) 





SO EASY.:. 
you don’t even 
touch a 
dictating 
machine 


SoundScriber’s new SATELLITE SYSTEM 


Never before has dictation been so easy... 
never before so push-button automatic. You 
don’t even have to touch a dictating machine. 
All you need on your desk is the new Satellite 
control unit . . . just half the size of your 
‘phone. In fact, it’s easier to use than your 
"phone. 














Expensive? On the contrary . . . Satellite pays 
daily dividends in extra accomplishment, eas- 
ing of business pressures ... provides more 
time for the important planning functions of 
your job. What’s more, once you install a 
Satellite System, you can expand your installa- 
tion by adding more Satellites for only $95.00 
per dictator. 














Mail coupon below for free brochure describing 
“today’s most advanced dictating systems”. 


SOUND@sSCRIBER 


27 YEARS SPECIALIZING IN DICTATING & RECORDING SYSTEMS 


The SOUNDSCRIBER Corp., Dept. OS-1 
6 Middletown Ave., North Haven, Conn. 


Name 





Company 
Address__ 
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TRAVELER, 


new battery portable 
lets you dictate 


anywhere! 





your relief-valve for business pressures | 


Dictate anywhere... on a train, air- 
plane, in your automobile . . . even on 
a steel girder atop a rising skyscraper. 
Powered by flashlight batteries you can 
buy anywhere, the Traveler records on 
small plastic discs which are mailable in 
standard business envelopes for regular 
postage. 

Only SoundScriber records at 3314 rpm 
(playable on home phonographs), and 
Traveler is compatible with any 
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SOUND@)SCRIBER 


PORTABLE DICTATING SYSTEMS 


SoundScriber dictating equipment ever 
built. Dictate as you fly — Traveler 
meets ‘‘Electronic Interference Elimina- 
tion Specification MIL-1-17623”"’ permit- 
ting its use aloft. 


The transistorized Traveler is only six 
pounds light... it’s your ideal traveling 
companion. Get more accomplished en 
route... return relaxed, to a clear desk. 
Mail coupon today for full details. 


The SOUNDSCRIBER Corp., Dept. OT-1 
6 Middletown Ave., North Haven, Conn. 


Name. 





Company actisieibeaiasae 





PON eas 





City State 








Hospitals Need Much 
Automated Equipment 


CLARKE D. TAYLOR 


President, National Assn. of 
Hospital Purchasing Agents. 
Mt. Zion Hospital & Medical Center, San Francisco. 


HERE ARE MANY routine activ- 
ities in a hospital of 400 beds and 
up that could readily lend themselves 
to automation if the costs were within 
reasonable bounds. The need for con- 
trolled automation in the areas listed 
below were pinpointed in an article by 
Dr. Mark S. Blumberg of Stanford Re- 
search Institute in the August 1958 
issue of Modern Hospital. 
Let us look at procedures that take 
place daily at the patient’s bedside: 
taking and recording temperatures, 


pulse, respiration and blood pressure; 
checking and controlling intravenous in- 


fusions, suction, drainage, tractions, 
oxygen flow and other therapeutic pro- 
cedures; making and adjusting beds; 
observation and communicating with 
patient. 

If the above procedures were scien- 
tifically controlled, it would reduce the 
manhours now required and result in 
better care for the patient. 

In the nursing area, several more vi- 
tal and time-consuming tasks could be 
brought under control: charting; keep- 
ing records, making reporis; counting, 
dispensing and ordering supplies; con- 
veying food, linen and other supplies; 
sending materials to other areas in the 
hospital. With the present acute short- 
age of trained personnel, mechaniza- 
tion would serve a useful purpose. 
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In the central supply area, the work- 
load is extremely heavy. Here the prob- 
lem of adequate space indicates that 
any automation equipment must be de- 
signed to take up as little space as pos- 
sible, yet allow a free flow of work 
traffic. 

Equipment would be called upon to 
clean, test, sort and package gloves, 
syringes, instruments and dressings 
while maintaining a quality control of 
the procedures as well as preparing and 
sterilizing parenteral solutions. In the 
laboratories, tasks such as examining 
tissues and specimens microscopically 
might possibly be performed by auto- 
mation. Also chemical and serological 
tests, counting cells and summarizing 
wave phenomena in electrocardiograms 
and electroencephalograms. 

Still another area to be considered is 
the medical records library: keeping pa- 
tients records available; preparing sta- 
tistical summaries; providing abstracts 
for insurance and legal purposes; pro- 
viding data for management. 

Another vital area in overall hospital 
operation is the laundry. Like many 
other departments, there is never enough 
space to lay out the equipment. 

Planned layout by capable engineers 
plus the development of suitable ma- 
chines could take over many tasks in 
the overall operation of any hospital. 
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Save valuable office space with Cole’s new 


FILE-TOP STORAGE CABINETS 


Fits on top of 


3 LETTER FILES > 


No. 213 


Fits on top of 


<2 LETTER FILES 


No. 214 





Fits on top of 


2 LEGAL FILES 


No. 215 


v 














MATCHING 

FILING CABINETS ... 
“File-Top” Storage 
Cabinets match 
perfectly in size 
and color with 
Cole’s Standard 
Cabinets. 


3end for our color catalog. COLE STEEL EQUIPMENT COMPANY, INC., Dept. 710, 415 Madison Avenue, New York 17, N. ¥ 
SHICAGO + PHILADELPHIA * LOS ANGELES * SAN FRANCISCO * HOUSTON + ATLANTA * TORONTO, CANADA 
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Machines Are Made 
To Benefit People 


LLOYD M. POWELL 


President, Office Equipment Manufacturers Institute. 
President, Dictaphone Corp., New York. 


Y ANY YARDSTICK, ours is an 

impressive industry. Our methods 
and products serve every industry— 
every kind of business, profession and 
governmental body—in countless ways. 
What we do affects, constructively, one 
or more facets of every American’s life. 
The impact on our overall economy is 
probably immeasurable. 

Last year the U. S. manufacturers of 
office equipment set a new record: 
nearly $4% billion in sales, which rep- 
resents a 300% increase in a decade. 
Impressive as the record is, and impres- 
sive as even conservative estimates of 
the future are, one basic fact is often 
overlooked. It’s a bit of a paradox. The 
public image of our industry is that of 
mechanization—methods and machines 
and equipment that do a superlative job 
of gathering, organizing, storing, re- 
trieving, duplicating, analyzing and 
communicating all sorts of information. 
In recent years this image has acquired 
an aura of glamour, thanks to extra- 
ordinary technological developments. 

Yet, what is so frequently overlooked 
is the personal equation. Although every 
one of our products has the obvious 
impersonality of a machine, our indus- 
try is, in my view, basically a personal 
one. The real purpose of everything the 
industry does is to make people more 
efficiently productive. By helping peo- 
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ple make the most of their time and 
get the best out of their minds, we 
increase their capacity to get things 
done well. Both quantity and quality 
are the promise and the performance 
offered and delivered by the products 
and systems of the office equipment 
industry. 

In my own company we think of our 
major product as the most personal of 
all business machines, because of the 
very nature of its function: recording 
and transmission of thought. But every 
product and service of our industry 
offers a personal quality because, in one 
way or another, it helps persons become 
more productive. This is true of such 
poles-apart tools as typewriters and 
computers. 

Today, this aspect of our industry is 
especially important. We are not taking 
the human element out of business. We 
are helping to get the best out of the 
person in business. Even in our most 
sanguine moments, few of us would 
claim to be operating at 100% effi- 
ciency. Few of us ever expect to. But 
all of us will agree that every person 
would be personally better off and bet- 
ter satisfied if he could increase his 
efficiency by 5, 10, 25 or 50%. The 
rewards of personal efficiency are emo- 
tional and economic. Any improvement 
in this area can have a direct reflection 
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APSCO 
SHARPENERS 
fers 

| 





The GIANT, one of the most popular 

of the complete Apsco line of pencil 
sharpeners, features the exclusive #145 
super-strong base with integrally-cast 
ring gear. Large-capacity, heavy-duty 
receptacle means less frequent emptying. 
Very popular for general office use, 

the GIANT features the long-life replace- 
able cutterhead with positive point stop. 
Years of dependable service are yours 
with the Apsco GIANT. 


The Apsco “‘CHICAGO”’ 
Also features the new #145 
base, long-life cutterheads 
positive point stop, and ny- 
lon dial selector. Another 
quality product from Apsco. 


Specify Apsco products for YOUR office - 
there are none better. 


eeeeeoeeeeeeoeeeeeeeeeeeeee 


Write for complete Apsco catalog, free on request. 


APSCO PRODUCTS, INC. 
P.O. Box 840, Beverly Hills, California 
Dept. 27-1 
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‘... unmeasured service to 
a distinguished list 
of customers.” 


We are proud that the 

superior quality of our products 
has earned us the friendship of so 
many fine firms, and we take 
extra pride in meeting their 
special requirements with 

care and promptness. 


We at Colonial will be happy to 
discuss your special requirements 
... May we hear from you? 


Specialists in the manufacture of 
spirit master units, spirit carbon, hand cleansers and fluids. 


Serving the wholesale trade exclusively 





in the basic year-end statistic without 
which no company can grow or stay 
long in business: profit! 

Today, profits are being squeezed 
from virtually every side. Our industry, 
more than any other in my opinion, 
has the men, methods, machines and 
equipment to relieve that profit squeeze 
by making individuals and companies 
as a whole more efficiently productive. 

Efficiency is a rather cold word with 
many impersonal associations, yet its 


meaning is personally important to all 
of us, to our individual and general 
welfare: “the ability to produce a de- 
sired effect with a minimum of effort, 
expense and waste.” Producing desired 
effects in the complex operations of 
business, industry, the professions and 
government, with a minimum of effort, 
expense and waste, is the purpose of the 
office equipment industry. It achieves 
that purpose with people, through peo- 
ple, for people. 


Don’t Put Business at 


Mercy of Technicians 


E. F. LEWIS 


President, Office Appliance & Business Equipment 
Trades Assn. of Great Britain & Northern Ireland. 
Block & Anderson Ltd., London, England. 


UTOMATION is the natural and 

progressive step from mechaniza- 
tion and, while to spotlight it as a prod- 
uct of a mew space age may prove a 
good publicity gimmick, it tends to per- 
form a disservice to industry to suggest 
that there is a gap between the two 
which cannot be bridged. It would 
not be far from the truth to say that 
during the past year a large measure of 
valuable research was directed towards 
closing the breach. As a case in point 
my own firm, which had not hitherto 
figured in the computer field, recently 
introduced a battery of typewriters 
linked with a computer so that, as fig- 
ures are tapped out, the whole arith- 
metic process is carried out automatic- 
ally and equipment calculates dis- 
counts, compound interest, etc., and 
stores the total of the day’s business. 


< For More Information Circle No. 224 


Normal office personnel can be used as 
operators and the typewriters can be 
separately and individually situated 
throughout the building wherever is 
most convenient. 

Naturally I am prejudiced in favor of 
this particular development, but it is in- 
dicative of a current trend towards the 
adaptation of orthodox accounting sys- 
tems of all kinds—typewriters, book- 
keeping machinery, cash registers, etc. 
—to produce at the point of sale a 
code punched record, as a by-product 
of routine procedure, which can be fed 
to a central computer. Not that my 
firm’s new equipment is in any sense 
auxiliary machinery. It amounts to a 
development for seeing a complete op- 
eration through from A to Z and carries 
the procedure a step further by making 
it possible to operate its own computer 
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directly by remote control. 


Comparable and indicative of the 
same advance in bridging the gap, I 
might mention a recent American in- 
troduction to this country (primarily for 
banks) of an advanced account-posting 
machine linked with an electronic de- 
vice to up-date account balances and 
effect simultaneous computation and 
printing of details of debit and credit 
transactions on ledger card, bank state- 
ment and journal. 


Apart from the potential labor sav- 
ing this equipment generally can 
achieve, it also fulfills another valuable 
purpose. Before the introduction of 
this machinery, the executive of a firm 
which realized it must seek the assist- 
ance of electronic methods, was faced 
with an unpleasant problem. If he was 
to obtain sanction for expenditure of 
large sums on ADP equipment, he had 
somehow to answer several questions, 


among them what would it accomplish 
for the company, and how soon would 
it justify the outlay. Owing to general 
inexperience, he had to take a lot for 
granted without having all he desired 


to uphold his decision. This meant a 
tendency to hold back because hard- 
headed businessmen are not given to 
accepting gracefully arguments that 
seem based on fancy. Now, with this 
intermediate equipment, the stages be- 
tween can be taken without changing 
a whole accounting routine in one fell 
swoop and much valuable understand- 
ing of the benefits of automation can 
be gained in the process. 


For several years now, primarily on 
account of the pattern of industry in 
this country, our computer manufac- 
turers have divided their efforts between 


developing smaller machines which 
could be justified as economic proposi- 
tions for medium and lesser-sized un- 
dertakings, and major equipment for 
technological and nuclear research. It 
seems to me that henceforth these lines 
of development are going to diverge 
more widely, and we shall have to face 
the problem that research associated 
with computers for business and com- 
puters for technological purposes will 
proceed on different lines. The scope 
of the computer can be seen widening 
and its potential value to other fields, 
such as the medical world, has to be 
visualized and assessed. 


For engineering and scientific pur- 
poses, speed of equipment will be of 
the essence. It is more economical to 
buy a faster machine, bearing in mind 
that the computational speed is not di- 
rectly proportional to the price paid. 
For double the price you may obtain 
equipment operating at five times the 
speed but, for routine commercial work, 
this exceptional speed may be unneces- 
sary. So business will face the prob- 
lem of whether it is better to buy a ma- 
chine with a higher speed and greater 
capacity than the present work justifies, 
or a smaller one which will earn its 
keep sooner. This problem is compli- 
cated by another question: whether, 
owing to the difficulties in keeping a 
single installation occupied on several 
programs at a time, it would not be 
better to have two or more smaller in- 
stallations engaged on specific tasks, 
such as one on payroll and another on 
stock control. 


This does not mean that we in this 
country have not been directing our at- 


(Continued on page 305) 
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Child’s play 


decisions than any other calculator. (The 


Any person who knows basic arithmetic— 
even a school child —can quickly master 
the operation of the Friden calculator. The 
reason? Unlike other machines, the Friden 
has a separate multiplier keyboard. One 
number goes on the main keyboard, the 
other on the multiplier keyboard. A control 
key is touched, the answer appears. 


Because this system duplicates the natural 
method of solving arithmetic problems, 
operators learn the machine more quickly, 
operate it more rapidly, make fewer errors. 


The multiplier keyboard is just one unique 
feature of the Friden. Actually, it performs 
more figurework steps without operator 


Friden is aptly called, “The Thinking 
Machine of American Business.) Your 
local Friden Man will gladly demonstrate. 
Or write: Friden, Inc., San Leandro, Calif. 


THIS IS PRACTIMATION: automation so 
hand-in-hand with practicality there’s no 


other word for it. © 1961 FRIDEN, inc. 


Sales, Service and Instruction Throughout the U.S. and World 


For More Information Circle No. 430 
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“IT’S PERFECT— 
AND | MADE IT!” 


Anybody in the duplicating department can operate a 
KENRO ‘‘VERTICAL 18’’ CAMERA 


There’s no big secret behind 
this girl’s pleasure over a job 
well done. Nor to the enthu- 
siasm of her boss, and a lot of 
other successful businessmen. 

From copy to on-press is only 
a matter of minutes when you 
team the space-saving Kenro 
with modern reproduction pro- 
cesses to make printed com- 
munications a finger-tip pro- 
cess. The Kenro “‘Vertical 18” 
produces highest quality nega- 
tives or masters for any of the 


newer techniques — Ektalith, 
Gevacopy and xerography. 


It’s a lot less expensive and a 
lot more convenient to make 
your own negatives on a Kenro 
than to buy them on the out- 
side. Now is the time to call a 
Kenro dealer for a demonstra- 
tion or write for literature on 
the complete line of Kenro Ver- 
tical Cameras and accessories. 


KENRO GRAPHICS, INC. 


Dept. F-1, Cedar Knolls, N. J. 


For More Information Circle No. 372 
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Forms Industry Keeps 
Pace With Automation 


LESTER J. JOHNSEN 

President, Business Forms Institute. 
Executive Vice President, 

Atlantic Register Co., Waltham, Mass. 


ANIFOLD FORMS in a wide 

range of sizes, shapes, colors and 
constructions are pouring off presses 
throughout the U. S. today at a rate that 
indicates the industry will attain the 
record height of a half-billion dollars in 
annual sales. While I know, both as a 
man on the firing line of an individual 
company and as head of the BFI, that 
we have in our industry a steadily 
shrinking profit margin, I can testify 
confidently that there has been no re- 
duction in all our efforts to produce a 
better product faster for management 
and everyone connected with it. 

We feel, and with good cause, a re- 
sponsibility to American business. If, 
by chance, effective record keeping 
were suddenly halted, the nation’s econ- 
omy would not just grind to a halt, but 
would literally crash. That healthy re- 
gard for the job we must do has seen 
us take the initiative in today’s fast- 
moving world. Once, business forms 
were the follower; now we must be 
ready, often before the need suddenly 
arises, to fulfill new and widely varying 
requirements. 

Automation is a good illustration, and 
this most often spoken word will likely 
remain so ior some time. It was our 
job not to panic when what frequently 
has been described as “complete” auto- 
mation came upon us. The fact that 
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automation is not really so remarkably 
new, has helped us, as well as others, 
because calm study and analysis usu- 
ally solves what appear to be insur- 
mountable obstacles. 

Picture, for a moment, the man keep- 
ing his records with a quill pen, and then 
the steel nib refinement that followed, 
this, in turn, being outmoded by the 
early fountain pens which were consid- 
ered marvels of their day. When foun- 
tains of writing ink suddenly became 
available, this was a form of automa- 
tion, but that word was not used at the 
time. 

Today it’s obvious that we are living 
in an era when the day after tomorrow, 
as well as tomorrow, may upset all our 
previously cherished ideas of how any- 
thing should best be done. We know 
in our industry that never before have 
so many different products been wanted 
so fast, and for such widely varying 
uses, as are forms, whether they be 
handwritten, typed with one copy or 
hundreds (or thousands), or fed to au- 
tomatic equipment. 

We know one thing and we try never 
to forget it: if we were not ready, will- 
ing and capable to produce needed 
forms promptly, we would stifle growth 
as never before in our history. And 
so that you will not wake up screaming, 


(Continued on page 336) 
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The Role of Microfilm 
In the Modern Office 


FREDERIC LUTHER 


President, National Microfilm Assn. 
Frederic Luther Co., Indianapolis. 


T THE TENTH Annual Conven- 
A tion of the National Microfilm 
Assn. in April, an estimated 1500 per- 
sons engaged in microfilming will not 
only listen to and participate in general 
and technical sessions and discussion 
panels, they will have an opportunity to 
see the largest exhibit of microfilm 
equipment ever assembled. Ranging in 
unit price from a few cents to many 
thousands of dollars, some $250,000 
worth of equipment will be on display. 

There are an estimated 80,000 pieces 


of microfilm apparatus in use in this 
country. General Motors is microfilm- 
ing some 14 million engineering draw- 
ing each year, while Mormon geneolo- 
gists in Utah receive about 200,000 
pages of records per day from their 


far-flung microfilm cameras. On the 
other hand, many small offices are mi- 
crofilming as little as 100 documents 
per week, or creating a loss-protection 
file on a monthly or annual basis. 
Microfilm is, by definition, an image 
on photographic film containing docu- 
mentary material reduced to a size 
where it cannot be read by the naked 
eye. This brings us to the best-known 
application of microfilm, space reduc- 
tion, which results in lower costs of 
maintaining our ever-increasing volume 
of records. By reducing the size of its 
engineering file space in this manner, 
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Westinghouse saves $25,000 per year in 
floorspace alone, while a predominantly 
rural Indiana County eliminated need 
for a new wing on its courthouse 
which would have cost over $30 per sq. 
ft. to build. Space saved by microfilming 
ranges from 85% to as high as 99%. 
Thus we condense a wall of shelving 
24 ft. long by 8 ft. high into two draw- 
ers of a conventional file cabinet. 

The second major factor for micro- 
filming is vital records loss prevention. 
Two out of five businesses which lose 
their current records through fire never 
reopen their doors. Misfiling or fraud- 
ulent destruction of a few accounts 
receivable may seriously affect the 
financial structure of a small com- 
pany. Periodic microfilming programs 
provide incontrovertible proof of the 
account prior to its loss, and a file of 
5000 accounts can be reconstructed 
overnight to permit a business to get 
back in operation immediately. The 
loss protection factor combines with 
various use factors and often is an 
added incentive to installation of an 
active film file. 

Duplication of files for dissemination 
to branch offices is another factor. Not 
only is microfilming the least expensive 
means of duplicating a thousand docu- 
ments, but at least one company saves 
$2000 per year in postage alone by mail- 
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NORD shows you “two” ways 
to use photocopy for making 








POSITIVE PLATE 


In seconds make 
a clear acetate 
of any original 
with the NORD 
Imperial "300". 


NEGATIVE PLATE 


In seconds make 
opaque negative 
of any original 
with the NORD 
Imperial "300". 





Place positive 
film in contact 
with Pos-i-plate 
and burn on the 
Imperial "300". 


Place negative 
film in contact 
with Neg-i-plate 
and burn on the 
Imperial ''300" 





Process Pos-i- 
plate with two 
odorless solutions 
“ree no messy 
lacquers or inks. 





FROM ORIGINAL /TO PLATE 


dé Nei, 


No developing 
needed. Simply 
wash in fountain 
solution while 
on offset press. 


TO PRESS / IN MINUTES 


Yes ... in minutes you can make 
offset plates in your own office or 
shop without expensive lighting or 
processing equipment. The Imperial 
way of making plates is easy and 
foolproof... perfect alignment every- 
time ...no waste...no wait... no 
costly delays. Now you can easily 
handle rush jobs and last minute 
changes without upsetting your 
printing schedules. 








NORD PHOTOCOPY AND ELECTRONICS 
300 DENTON AVE., NEW HYDE PARK, N, Y. 


Please send me free information on Nord’s new 
“TWO WAYS" of making offset plates. 


NAME 





FIRM 
ADDRESS, 


CITY. ZONE __STATE Q 








For More Information Circle No. 355 
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Now! low-cost way to 


automate sales analysis - 





Keysort Data Processing 


Today, the businessman must know exactly 
what is being sold where. Yet, most data 
processing systems that can deliver this in- 
formation on time are prohibitively expen- 
sive. Except Keysort. 


Flexibility and economy 


Keysort is the only automated data process- 
ing system flexible enough to fit your busi- 
ness as it stands and as it grows. It is the one 
system adaptable and affordable to com- 
panies of every size for order and sales anal- 
ysis, territory analysis, inventory, etc. And 
Keysort requires only minimum training. 


Reduced clerical burden 


Keysort cards are mechanically code-notched 
with your vital information. Figures are au- 
tomatically tabulated and summarized direct 
to reports. You get the information when you 
need it. With least effort. 


Documented case histories 


Your nearby Royal McBee Data Processing 
Systems Representative will be glad to dis- 
cuss a low-cost Keysort system tailored to 
your requirements. Call him, or write us at 
Port Chester, N. Y.—and we will supply you 
with actual case histories from our files. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 354 
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ing its daily records on microfilm in- 
stead of full size documents. 


Another application is the use of 
_ microfilm as an intermediate. Take a 
file of documents to be duplicated in 
full or reduced scale for distribution in 
paper form. Any of several processes 
may be used depending on specific 
needs. A microfilm negative wi'l serve 
as the low-cost first stage to be used to 
produce additional sets of file or cata- 
log cards in original size; engineering 
drawings or surveys in half-scale or full 
scale; prints on reproducible stock for 
blueprint or whiteprint machines, or on 
offset masters; opaque microprint cards 
or microprint strips for cumulative rec- 
ords; duplicate microfilm images 
mounted in punched cards or on visible 
index or marginally punched cards; en- 
larged prints by inexpensive reader- 
printers. 


The degree of activity usually de- 


termines whether these users purchase 
or rent a camera, or have the work 
done on a contract basis. Small offices 
interested in monthly filming of their 
accounts receivable normally use porta- 
ble camera service offered on a con- 
tract basis. 


Because records for microfilming 
may range all the way from telephone 
memos to x-rays, and from bound vol- 
umes of yellowed newspapers to en- 
gineering drawings 4 x 9 ft. in size, 
microfilm cameras are highly special- 
ized, as are reading machines for ref- 
erence. The ratio of image reduction is 
debatable as savings in film and storage 
costs are weighed against image quality 
and reader design. With over 100 
manufacturers and 200 commercial 
sales and service companies active in 
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the industry, there still are many points 
which the National Microfilm Assn. 
and other groups are trying to stand- 
ardize. 

Negative microfilm emulsions are 
close to such standardization, and the 
choice of one type of film over another 
is largely a matter of preference. Some 
exceptions must be made to this gen- 
eralization, and the final use factor of 
the negative microfilm should be care- 
fully examined before the job is 
started. For example, one type of 
office developing machine will not ac- 
cept certain films, and one type of office 
enlarger will perform better with still 
another type of negative. 

Most negatives, whether exposed in 
customer cameras or not, are processed 
by a commercial microfilm laboratory 
using special developing techniques. 
Microfilmed x-rays must be handled 
differently than microfilmed drawings 
under military contract, which in turn 
differ from cancelled check files and 
payroll records. 


The Department of Defense each 
year spends $2 billion to create and re- 
produce engineering drawings: each 
man, woman, and child in America pro- 
vides the Department with more than 
$10 per year to make and reproduce 
24,000 drawings each working day, 
while the backlog file of drawings al- 
ready contains 50 million separate 
sheets. All prime and secondary de- 
fense contractors are required to sub- 
mit engineering data under the micro- 
film system. The program has proved 
that, while savings in costs of mate- 
rials, machines and floorspace have 
been gratifying, the greatest savings 
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How You Benefit From 
Trade Associations 


Cc. C. BARFIELD 


President, Rotary Business Forms Section of 
Printing Industry of America. 


Harry Barfield Co., Atlanta, Ga. 


HERE ARE THREE specific rea- 

sons why trade associations are in 
existence. While these reasons overlap 
and compliment one another, they are 
different enough to be handled as sepa- 
rate headings. They are to assist the 
members of the trade, to improve the 
product or service of the members, and 
to better serve the customer. 

All activities for trade association 
members would be too numerous to list, 
but we will attempt to mention some 
of the more important ones. A trade 
association today goes far beyond 


meetings and conventions which give 
the boys an opportunity to rub elbows 
and pick up bits of information from 


competitors. It goes far beyond the 
concept of being a grievance commit- 
tee or sounding board where one might 
air complaints if a member is not play- 
ing the game “according to Hoyle.” It 
would now be better classified as a data 
processing center which absorbs vast 
amounts of information and statistics, 
separates these into the vital informa- 
tion necessary for its members and 
passes it on in completely understand- 
able form. 

In the field of government relations, 
it is no longer possible for a small busi- 
ness to keep up with all of the laws and 
regulations which can affect its opera- 
tion. A trade association group can 
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occupy a position of leadership and im- 
portance in representing a certain seg- 
ment of our economy. This group, 
through cooperation with government 
agencies, can get all of the necessary 
government information to its members 
in clear and understandable form. If 
necessary, the association can represent 
a particular industry before congres- 
sional committees in the event of legis- 
lation which will affect the given indus- 
try. This could not be done satisfac- 
torily on an individual basis. 

In the field of education, trade asso- 
ciations have made possible educational 
courses, activities and printed materials 
which would never have been possible 
through the efforts of individual com- 
panies. They also sponsor trade schools 
and correspondence courses. Employee 
education has been of great benefit to 
industry training programs. 

Comparative _ statistics, collected 
through the cooperative efforts of trade 
association members, have been vital in 
the growth of our nation’s business, 
without which the individual member 
would be operating blindly. These sta- 
tistics can cover a great many subjects, 
but they usually cover sales, amount of 
product, production factors, production 
costs, overhead costs, wage rates and 
other information relating to working 
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rN \er STENCIL DUPLICATOR | 


af ... designed, performs and produces 
like a printing press... 
af ... operates with the simplicity and 


economy of a mimeo... 
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THE WORLD'S FIRST AND LARGEST MANUFACTURER OF DUPLICATOR 














/ Geslelner | Printing Press FEATURES Mean P. 





COLOR CODED CONTROLS 


Anyone in the office can operate the 
Gestetner. Primary color-coding per- 
mits instant and unerring mental 
association of the right control knob 
with the right operating sequence. 
It is as simple as it is foolproof. 


POSITIVE FULL REAM FEED 


Self-adjusting ‘floating’ feed ac- 
commodates an entire ream of paper 
—lightweight or cardboard well over 


500 sheets — for smooth, uninter- : 28. 7 
rupted feeding down to the last, eo cee 


single sheet. ON LETTERHEAD SIZE PAPER 


Maximum printing area 8%” x 1342 
Maximum sheet size, 10” by 15”. 


CONTINUMATIC INKING 


Simply set the dial for the precise 
inking your job needs — heavy, me- 
dium, light — and your inking job 
is over. Each sheet will be uniformly 
printed and your Gestetner will shut 
itself off with the last sheet. 


DIAL PRINT POSITIONING UAL CYLINDER SYSTE 


7 ped No hollow drums but regula 
Even while your Gestetner is in op- processing cylinders for t 


eration you can move the image up printer’s style paste ink... ju: 
or down by dial. Position the image ‘*e @ regular printing pres 
left or right by turning a knob. In 

an instant the image is positioned 

in the exact spot desired. 


AUTOMATIC PAPER JOGGERS 


Gestetner automatically jogs each 
sheet to form a smooth, even stack 


ready for instant storing or wrap- PRINTER’S-STYLE PASTE IN 
ping. No more hand riffling of Simply clip the tube into pos 
printed sheets to smooth them up. tion — that’s all. Au‘o:nat 


Time, and r are both saved. controls take over ami! process 
fit the ink through the silk scree 
on to the paper. 





rinting Press RESULTS 


GESTETNER makes possible 
quality office printing at a price 
the most modest budget can 
afford. Not only is the GESTET- 
NER in the same price range as 
the ordinary mimeo duplicator 
... but... its operation is amaz- 
ingly economical . . . supplying 
you with endless amounts and 
varieties of printing... froma 
bulletin to a house organ ...a 
price list to a catalog . . and in 
color, too! 

GESTETNER color changes are 
simple and instant. The entire 
inking unit is interchangeable 
allowing a lighting fast switch 
from one color to another. 


Permit No. 1018 
Yonkers, N. Y. 
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New York 


STAMP NECESSARY IF MAILED IN THE UNITED STATES 


Postage Will Be Paid By 


GESTETNER CORPORATION 


BUSINESS REPLY CARD 
216-222 LAKE AVENUE, YONKERS, 


STAGE 


VIA AIR MAIL 
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| Lhe New ‘FACE? of duplicating by ELECTRONI 
QUALITY OFFICE PRINTING 
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... yes... paste-up layo 


Anything printed, typed, or drawn, or comt 
up” layout can be swiftly translated into a s 
immediately reproduce amazing faithful copie 
duplicator. Your office girl operates the Gestefa 
no previous training necessary. In a matter o 
material can be “stencilized” and run off for i 
tion without the waiting period of slow, cos 
Gestetner is amazingly simple to use. The 
layout or complex office form can be reproduc 
these two simple steps... 


I 


Place your clippings, 
printed matter, 

forms, or other copy 
around the first cylinder 
ee | lhe 


2 


... place a blank stencil 
around the other cylinder 
and turn the switch. 

... Gestefax does the rest. 


Yes, | would like to 


receive a kit of specimens actually 
reproduced on the Gestetner plus a 
Gestefax brochure. No obligation, of 





No postage or addressing needed. Mail this card NOW. 





6 tenth Stencil Duplicating 
the moge © 


STREET ADDRESS 


Sales and Service from Coast-to-Coa: 
BRANCHES AND DEALERS IN ALL PRINCIPAL 


bined as a “paste- 
stencil which will 


2s on your stencil 
x at her desk with 
f minutes, urgent 
mediate distribu- 
stly camera work. 
most complicated 
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st including Canada and Mexic 
CITIES. See Your Classified Directory. 





Modern Office Work 
In Great Britain 


HARRY WARD 


Adviser to a Number of Organizations, London, England. 


NITED KINGDOM concerns pro- 

ducing electronic computers include 
Ferranti Ltd., Leo Computers Ltd., 
English Electric Ltd., E.M.I. Elec- 
tronics Ltd., International Computers 
& Tabulators Ltd., National Cash Reg- 
ister Co., Ltd. and Elliott Bros. (Lon- 
don) Ltd., Standard Telephones & 
Cables Ltd., and Associated Electrical 
Industries Ltd. Some were pioneers in 
this field and their exports are increas- 
ing. 

As the applications of computers to 
office routines proceed, they stimulate 
investigation of every office procedure. 
Probably some 250 electronic comput- 
ters are now in use and some 200 more 
are on order. It is increasingly clear 
that the wise company, new to com- 
puters, is well advised to hire time on 
these machines in the first instance. 
Data processing demands hard and 
costly effort and the main gains still 
come from studies of organization and 
methods which can be applied whether 
or not a computer is installed. 

The necessity for systems study as a 
preliminary to, or instead of, computers 
is increasingly realized. Some 400-500 
men have taken Organization & Meth- 
ods Council courses, guided by E. Mil- 
ward. The book Organization and 
Methods, first published in 1959, is in 
such heavy demand that it is now mov- 
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ing to a third edition. A further book, 
Management of O. & M., is being pre- 
pared. The council, which had as its 
members nine industrial concerns, is 
on a new basis with 21 members and 
expects to recruit some 100 associate 
members. 

Business problems are more involved 
than businessmen realize. It is easy to 
spend a hundred thousand dollars on 
finding out whether the computer is 
likely to be useful in a particular appli- 
cation. The more profitable applica- 
tions demand larger machines and a 
range of some 11 types of such ma- 
chines will be delivered in 1961 and 
1962. The problems of setting the 
right questions to computers are really 
difficult. 

Some 25,000 people will need to be 
trained for all levels of computer work 
in the next ten years. New university 
degrees may be introduced and certainly 
there will be new diplomas and certifi- 
cates for appropriate qualifications in 
mathematics and computer. mainte- 
nance. The need for new methods of 
training in mass arithmetic and applied 
mathematics from the lower to the 
higher branches is becoming evident. 

The use of well designed ready reck- 
oners, special slide rules, nomograms 
for bulk arithmetic calculations of 
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How to Choose the 
Automation Team 


D. W. HARRIS 


President, American Society for 
Personnel Administration. 
Vice President, Bucyrus-Erie Co., S. Milwaukee, Wis. 


HE ADVENT of computers as a 

management tool brought a great 
deal of attention to the problem of 
displaced persons because the “elec- 
tronic brain”, with its fantastic calculat- 
ing speed and ability to make countless 
logical decisions in seconds, could re- 
place scores of clerks. However, ex- 
tremely few businesses had employed 
scores of clerks to compile useful man- 
agement data. It just wasn’t econom- 
ically feasible to expand the indirect 
work force to gather information 
which management considered ex- 
tremely desirable but not absolutely es- 
sential. 

To date, the problem of displaced 
persons has not assumed the propor- 
tions expected. Functions are elimi- 
nated by installation of an electronic 
computer, but new functions are cre- 
ated. While a displaced clerk prob- 
ably will not qualify as a computer pro- 
gramer, displacement is on such scale 
that it can usually be handled by nor- 
mal turnover. 

It is not implied that computers ef- 
fect little or no savings in reduced per- 
sonnel costs. Several businesses have 
been able to show a creditable reduc- 
tion in this area. However, if this were 
the only justification for automation, 
computers would be doomed. Pri- 
mary justification is achieved by faster 


processing, accuracy, better customer 
service, more by-product information, 
exception reporting, projection—all at 
fantastic speeds. Secondarily, savings 
can often be effected by a reduction in 
rental of conventional equipment. 


These advantages are augmented by 
whatever clerical savings are realized. 

The major problem in automation is 
the selection of a competent staff to 
handle the planning, installation and 
operation of the system. The hardware 
holds the promise; people make it a 


reality. Personnel selection is of great- 
er consequence than selection of equip- 
ment. The most powerful equipment 
may not be worth its cost, unless a 
skillful staff is capable of extracting 
from it a high percentage of its po- 
tential. Conversely, relatively low- 
cost equipment can be made to work 
wonders by people with imagination 
and perseverance. 

The man chosen to direct the auto- 
mation team must be extremely cap- 
able, for on his shoulders rests a tre- 
mendous responsibility. Large expendi- 
tures of time and money, at times the 
future of the company, hang in the bal- 
ance. This man must insure that the 
investment yields the best possible re- 
turns. 

He must be technically sound. To 
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BORROUGHS CABINETS 
Lhe Cabinets of the Year! 


NEW in design—NEW in features— 
NEW in performance. Photograph 
shows the new Borroughs “42” Sliding- 
Door Cabinet with its long, graceful, 
vertical door pulls that slide doors 
smoothly and quietly, with finger-tip 
ease, on nylon rollers. Door pulls and 
roller tracks are anodized aluminum, 
with a rich butler-type finish that har- 
monizes with any of the 5 modern 
cabinet colors. Borroughs sliding-door 
and open-face cabinets are available 
in various heights and depths, with 
sliding shelves that are adjustable 
without nuts or bolts. 


send for illustrated price list 





styled by Dietrich 





There’s always a place for Borroughs Cabinets 


Ideal as machine stands Perfect as desk companions Efficient 2-tier combinations 


B Oo R tg oO i G od S MANUFACTURING COMPANY 


OF KALAMAZOO 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 





3016 NORTH BURDICK ST. ali) KALAMAZOO, MICHIGAN 
® 


For More Information Circle No. 439 
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Modern Municipal 


Finance Problems 


RICHARD J. McCONNELL 


President, Municipal Finance Officers Assn. 
of the United States and Canada. 
Director of Finance, City of Philadelphia. 


MERICA has become an urban na- 

tion. Since the turn of the cen- 
tury, our population has shifted from 
two-thirds rural to two-thirds urban. 
There is little doubt that basic social 
and economic forces which accelerated 
the growth of our present urban civili- 
zation during the 50’s will continue with 
increasing effect in the 60’s. Americans 
will continue to concentrate in metro- 
politan areas and their private and pub- 
lic standard of living will continue to 
rise. 

As in private industry, problems fac- 
ing governments have become more 
complex. Particularly on the local gov- 
ernmental level, people are demanding 
more government services and facili- 
ties—and most of these demands stem 
from real needs. At present in many 
urban areas, highways are overcrowded, 
hospitals and schools are straining to 
meet existing needs, water and sewer 
systems are inadequate, blight and de- 
cay plague many sections and we face 
serious consequences involving crime 
and delinquency, air pollution and park- 
ing. 

The very size and complexity of thes: 
problems will force many municipalities 
to make long-needed improvements. In 
many instances, there are no prece- 
dents to guide us. The old methods, 
and many present practices, will not 
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suffice for municipal administration in 
our new urban civilization. New ideas, 
methods and techniques are needed. 

A major problem is to find the money 
to meet mounting costs of local govern- 
ment. We struggle continuously to find 
the right answer to the twin questions: 
Where will the money come from? Can 
the taxpayer afford it? 

These are some of the basic prob- 
lems municipal governments must solve 
to attain their objectives. What are the 
legal, fiscal and administrative tools 
needed? Let us review briefly some of 
the more important ones. 

Government Structure. We have too 
many local governments. This permits 
duplication and overlapping with conse- 
quent inefficiency at higher costs. Yet 
new public bodies enter the government 
scene constantly. Since restrictive and 
outmoded laws guide the operation of 
most municipal governments, it is neces- 
sary that state legislatures modernize 
the legal framework. This will enable 
local officials to do their job. 

We still have a loosely defined rela- 
tionship between the three layers of 
government (federal, state and local) as 
far as finance is concerned. Local gov- 
ernments have greater responsibilities 
without the compensating dollars to do 
the job. These travel in increasing 

(Continued on page 337) 
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ELECTRIC SHELF FILES 


Diebold, Inc., Canton 2, Ohio, announces 
Diebold Open Shelf Power Files which 
bring speed filing and finding to the recog- 
nized space saving advantages and other 
economies of open self filing. No stooping 
or stretching to file or retrieve records. 


Each record is a few seconds away from 
the file clerk, at the touch of a button. De- 
signed to handle documents of any prac- 
tical size, Diebold Power Files are avail- 
able in standard models with 12, 14 and 
16 shelves. All shelves rotate in an up- 
right position with a three second cycle 
between successive shelves. A priority pilot 
directs unit to the shortest route reducing 
travel time to a minimum. Standard models 
have either 38” or 50” wide openings and 
are available for letter or legal size records. 
The units present a variety of arrange- 
ments to suit special needs. Choice of work 
counters for sitting or standing; rolling 
desks; push-button controls or touch bar; 
locking doors and decorator colors to 
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match any decor are a few options avail- 
able. For More Information Circle No. 
457. 


CODE EMBOSSER 


Addressograph-Multigraph Corp., Cleve- 
land 17, Ohio, introduces its Model 6760 
Graphotype machine for bar code em- 
bossing. Plastic credit cards processed in 
this fashion serve as individual repetitive 


data memory units. Portable data re- 
corders make it possible to add variable 
amounts to the repetitive data imprinted 
via the card and from an auxiliary print- 
ing device in the bed of the machine. Thus 
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the original record on a tabulating card 
is created quickly with assured accuracy, 
written in machine sensible as well as 
human sensible form. The bar code is 
subsequently scanned by a Class 9500 
Optical Code Reader at 180 cards per 
minute and translated into punched card 
code. This machine will accumulate totals 
and verify input material before it has a 
chance, if wrong, to compound errors in 
centralized data processing. For More 
Information Circle No. 162. 


MICROFILM CAMERA 


Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New York 
17, N. Y., announces a transportable rotary 
camera that operates with 35mm film. The 
Film-A-Record Pacesetter, a compact unit, 


features daylight loading, automatic feed- 
ing, visible film supply indicator, Color- 
Stat, and warning signals. It is said to 
have the speed and operating economy of a 
rotary camera with the high resolution of 
planetary-type cameras. A reduction ratio 
of 12 to 1 on 35mm microfilm assures 
images of high resolution suitable for elec- 
trostatic printing operations and quality 
paper enlargements. Records to a full 12” 
wide and any length can be accommodated 
at a speed of 150 paper ft. per minute. 
Warning buzzer sounds when take-up 
spool is full, when film supply approaches 
empty point, or when camera is improperly 
loaded. Spool accepts 100-ft. length of 
film. Indicator shows at a glance how 
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many feet of unexposed film remain in 
camera. A button-operated spacer advances 
film any desired length without exposure 
for indexing or separation of records. Rem- 
ington Rand Color-Stat assures uniform il- 
lumination by varying light intensity on 
the copy. A convenient carrying handle 
permits unit to be easily carried. Any con- 
venient table, desk or typewriter stand 
serves as a work area. Unit’s low cost and 
convenience recommend it for small busi- 
nesses and as a supplementary unit for 
large companies. Crackle finish in Rem- 
ington Rand’s Gray-Rite. For More In- 
formation Circle No. 146. 


SECRETARIAL POSTURE CHAIR 


Shaw-Walker Co., Muskegon, Mich., 
added a Secretarial Posture Chair to its 
contemporary Correct Seating family of 
Skyline Aluminum Chairs. This model 


embodies new simplicity of operation. All 
complicated adjustment assembli¢s «and 


bulky protruding mechanisms have been 
eliminated. It combines 12 user benefits 
claimed never before incorporated in 
a posture chair. This Skyline Secre- 
tarial Posture Chair is Stock No. 417. The 
complete line is pictured in descriptive 
literature which details all 12 user bene- 
fits. For a free copy, Circle No. 180. 


TRANSLUCENT PAPER SAMPLES 


American Writing Paper Corp., 10 
Eagle-A Ave., Holyoke, Mass. offers a 
Test Packet of improved Eagle-A Trans- 
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lucent Bond master paper for direct print 
copying machines. The kit incorporates 
three new designs on testing masters, as 
well as test sheets of Sub. 13 and 15. Size 
and weights available are shown in the 
Test Packet. For the packet, Circle No. 
126. 


COPYING MACHINE 


Minnesota Mining & Mfg. Co., Dept. 
LO463, 900 Bush Ave., St. Paul 6, Minn., 
announces that a Copytrol dial is the main 
feature of its improved Thermo-Fax copy- 
ing machine. Copies are made with con- 
fidence, even by inexperienced operators, 
by merely setting a paper guide opposite 
a red ball which moves as machine is used. 


Proper setting for any type of Thermo-Fax 
copypaper is maintained by turning dial 
to keep indicator lined up opposite red 


ball. Also announced is an _ all-white 
gummed label paper which enables either 
33 or 42 gummed and perforated mailing 
labels to be made in four seconds by run- 
ning them through any Thermo-Fax copy- 
ing machine. For More Information Circle 
No. 139. 


SPACING PAPER CUTTERS 


Chandler & Price Co., 6000 Carnegie 
Ave., Cleveland 3, Ohio, announces man- 
ual and automatic spacers on its 23”, 
26%” and 30%” hand clamp and fully 
hydraulic power paper cutters. This short- 
ens the time required for repetitive cutting 
of forms such as checks, labels, etc., and 
reduces the possibility of error. Spacers 
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have adjustable stops on a rail extending 
the full rear length of the cutter. After 
stops are set, operator does not need 
to make visual adjustments for each suc- 
cessive cut. Extra rails and stops are avail- 


able so that reruns of the same job can 
be cut without making new stop adjust- 
ments. Spacer can be readily disengaged 
from cutter for normal use. For More 
Information Circle No. 216. 


ADDING MACHINES 


Burroughs Corp., Detroit 32, Mich., an- 
nounces a line of low cost adding ma- 
chines and an 18% price reduction for 
its deluxe, ten-key models. The econorny 
line includes five ten-key adding machines, 


one full keyboard model and a printing 
multiplier, a new adding subtracting ma- 
chine that permits rapid, short-cut multi- 
plication. All are electric. Prices for the 
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ten-key and full keyboard models range 
from $199 to $279. The printing multi- 
plier sells for $319. Deluxe ten-key adding 
machines now range from $249 to $329. 
Figuring capacity of the economy units 
range from seven-listing and eight-total 
to ten-listing and 11-total. Several models 
have a minus balance feature. The full 
keyboard machine with subtraction and 
eight-list, eight-total capacity, sells for 
$219. The J314 printing multiplier provides 
low cost handling of repetitive figuring 
such as inventory calculation, adding jour- 
nals, computing payrolls and discounts. 
To multiply, operator enters a factor on 
keyboard, a second factor on multiplier 
wheel and depresses multiplier key. Printed 
record provides audit of multiplication. For 
example, average operator can multiply 
49,123 by 9,789 in less than ten seconds. 
The J314 may be used easily and effi- 
ciently by untrained operators. Interlock 
devices prevent misoperation of listing and 
control keys to perform addition, sub- 
traction, error correction, non-adding, sub- 
totaling and totaling. For More Informa- 
tion Circle No. 156. 


SAME-SIZE CAMERA 


M. P. Goodkin Co., Dept. 40P, 112 
Arlington St., Newark 2, N. J., has added 
a same-size camera to the line of com- 
mercial and graphic arts equipment it 
makes. The Goodkin SS Custom Camera 
combines versatility, economy and com- 
pactness with ability to handle approxi- 
mately 80% of the photographic needs of 
office reproduction centers, printers and 
lettershops. It can be used for regular 
line and halftone negatives, Ektalith and 
Gevacopy projection-type transfer mate- 
rial, Gevacopy contact paper negatives and 
regular photocopies—all in a 1 to 1 ratio 
up to 8%” x 13” legal size. By making an 
exposure on Gevacopy transfer meterial, 
transferring the surface image to clear 
acetate transfer film and running this film 
through a diazo machine, color trans- 
parencies can be obtained. These can be 
used for visual presentation overlays and 
direct projection color work. Unit comes 
with pressure back and foca) glass. A 
Formica surface and holding ctips, on top 
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of the pressure back, enable operator to 
use camera as a work table for such pur- 
poses as plate rub-up. The focal plate 
area accepts accessory Ektalith or offset 
filmholders, permitting light-sensitive ma- 
terial to be loaded in a darkroom and 
transferred to camera located in room 
light. Used upside down, accessory film- 
holder serves as a frame for contact print- 
ing from an overhead, pinpoint light 
source. Four C300 Sylvania lamps for 
projection exposures and eight 40-watt 
yellow bulbs for regular contact exposures 


are controlled separately by two double- 
pole switches with a built-in timer. Access 
to the 12” x 15” copyboard is by a sliding 
panel that blocks off disturbing camera 


light during exposure. Copyboard is ad- 
justable for parallel and has a mat, lined 
one side black-on-white, for positioning 
copy for regular offset work. Mat’s other 
side is yellow-on-white to position copy for 
Ektalith and Gevacopy. Lines are drawn 
in %” increments. The SS serves as a 
table-top camera or, with accessory stand, 
becomes a floor model. Its Wollensak 
f12.5 lens assures consistently precise 
images. Measuring 48” high with stand 
(29” without), 47” wide and 20” deep, its 
frame is finished in bronze hammermark 
with an anodized aluminum trim. Price, 
without stand and accessories, $497; with 
stand, $557. For More Information Circle 
No. 169. 





COLLATORS 


Thomas Collators, Inc., Dept. 98B, 100 
Church St., New York 7, N. Y., introduces 
a series of semiautomatic and mechanical 
20 and 32-sheet floor model collators for 
gathering duplicated sheets into sets. These 
tandem-type collators provide complete 
flexibility in range of sheet sizes and 
variety of weights and finishes of stock. 


Simple, two-step adjustments provide ac- 
commodations for sheets from 4” x 5” 
to 17” x 22”. Engineering improvements 
include innovations recently incorporated 
in Thomas’ 8, 10 and 16-sheet floor models 
for smoother, quieter, more efficient col- 
lating, greater durability and more attrac- 
tive design. Special sheet separators assure 


single sheet feeding of the “stickiest” pre- 
punched or die-cut stock. Feeder-arms are 
devoid of side-sway and provide straight, 
parallel delivery of every sheet. Paper 
stack backstop permits an infinite range 
of settings for various paper depths. Ac- 
curate production records are facilitated 
by a 4-digit counter, standard on all 8, 
10, 16, 20 and 32-sheet models, which 
shows total number of sets collated for 
a particular job. Floating action bin as- 
sembly undercarriage provides nonbind 


travel and speed load control mechanism 
is reinforced for years of continual use. 
A flip top cover allows easy access to 
working mechanisms. Housing and bin as- 
sembly are finished in a two-tone char- 
coal and silver gray hammermark. For 
More Information Circle No. 144. 


BUSINESS PAPERS 

Kimberly-Clark Corp., Neenah, Wis., 
announces selection of Executive Papers 
as the name for its full line of cut-size 
business papers. New packaging is de- 
signed to provide family recognition and : 
separate product identification. Executive 
Papers are ream quantities of cotton fiber, 
sulphite, coated and uncoated business pa- 
pers in sizes 842” x 11”, and 8%” x 13” 
and 84%”x 14”. The name covers more 
than 20 brands, products of Kimberly- 
Clark’s Neenah Paper Div., Munising Div., 
Moraine Paper Div., and Kimberly mill. A 


thin pencil stripe on a charcoal gray back- 
ground is the basic design. Color of stripe 
tells the type of paper: blue for sulphites; 
silver for cotton fiber; green for coated 


and uncoated printing papers. Additional 
company identification is achieved through 
a block symbol on the package: steel pen 
nib for sulphite; quill for cotton fiber; 
printing roll pattern for coated and un- 
coated papers. Flip-top lids on cotton 
fiber and sulphite typewriter boxes simplify 
removal of individual sheets. Junior car- 
ton shipping containers have spot-glued 
flaps for easy opening and re-use. Car- 
ton design is coordinated with the ream 
wraps. For More Information Circle No. 
220. 
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REMOTE TIME RECORDER 


Cincinnati Time Recorder Co., 1733 
Central Ave., Cincinnati 14, Ohio makes 
a compact central time recorder that re- 
cords and prints information from as 
many as ten remote stations. It consists 
of a master time printer plus relay cabi- 
net, and can be applied to timing and 
identifying any remote activity operated 
by closing an electrical contact. This com- 
pletes an electrical circuit to the master 
time printer which prints, on standard 
244" width paper tape, station — identity 
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symbol, date, hour and minute. Time study 
and cost control records, machine down- 
time and plant watchman systems can be 
recorded. Machinery production time, fire 
alarm monitor systems, opening and clos- 
ing of office files or doors can be regis- 
tered. Utility substations can be moni- 
tored. The printer registers six times each 
minute as long as station contact is closed. 
With addition of a memory storage unit, 
it prints once when station contact is closed 
instantaneously, then opened. Multiple 
station operation is registered in numeri- 
cal sequence of station identification sym- 
bol. Operations may be in sequence or 
made simultaneously. Height of printer is 
only 9%” and width and depth is 10”. 
It may be mounted on a shelf or table. 
Relay cabinet is 10” square and 4” deep; 
can be mounted on wall or flat surface. 
Power requirement is 105-125 volts 60 
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cycle input with a 300-watt intermittent 
load. Station circuits operate on 100-volt 
DC, 1 amp., supplied by the relay cabi- 
net. Weights are 40 Ibs. for recorder, 45 
lbs. for relay panel. For More Information 
Circle No. 143. 


PHOTOCOPIER 


American Photocopy Equipment Co., 
2100 W. Dempster St., Evanston, Ill., an- 
nounces its entry into the low-priced pho- 
tocopier field with a compact $99 unit, the 
Apeco Century. Lightweight but versatile, 
it is expected to have wide appeal for 
large organizations who wish to provide 
photocopy facilities in many departments. 
A feature of the 12-lb. unit is that original 
document and copypaper are placed in 
direct contact with exposure lamp, in- 
creasing exposure fidelity. Machine copiés 


any document, regardless of original color, 
up to 8%” wide by any length. Other 
features include an exposure control dial 
with the Apeco color band, nylon gears 
that never need lubricating, electrically- 
driven rollers that feed paper through the 
machine at a constant speed for consistent 
copying quality, and an impact-proof plas- 
tic housing. For More Information Circle 
No. 136. 


MECHANICAL PENCIL 


All-Rite Pen, Inc., Hackensack, N. J., 
introduces a Fiesta mechanical pencil to 
match its Fiesta ballpen. Fiesta pens and 


pencils have molded plastic barrels in gay 
colors, boldly designed pocket clip, 
chrome-plated ring, lightweight 5%” 
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length. The pencil has easy-twist action for 
expelling or retracting lead, nickel-plated 
tip for easier grip, %4” adjustable eraser 
at top and extra supply of fine-line black 
leads inside barrel. Shipped in packets of 
one dozen red, blue, aqua and black bar- 
rel colors. Retails at 49c each. For More 
Information Circle No. 202. 


PAPER SHREDDER 


Industrial Shredder & Cutter Co., 103 
Mill Street, Salem, Ohio, announces 
the Auto-Shred office shredding machine, 
designed as a practical and inexpensive 
solution to the business competition haz- 
ard in any office where confidential records 
of some kind should be destroyed. This 
completely new shredder, the manufac- 
turer states, is expressly styled for the 
modern office. It is just slightly larger than 
an electric typewriter and weighs only 70 


Ibs. Case-hardened steel slitters are com- 
pletely enclosed and driven by a 1/3 hp 
motor through fiber gears and rubber belts 
which provide virtually noiseless operation. 
An automatic feed hopper eliminates con- 
stant hand feeding. Up to 100 sheets of 
loose papers, cards, tickets, etc., can be 
stacked in the hopper for automatic feed- 
ing. For stapled, pinned or folded papers 
there is a separate gravity hand feed which 
operates simultaneously with the automatic 
feed. Obsolete or confidential papers to 
be destroyed are shredded beyond recon- 
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struction into %” strips. Clips and pins 
are sliced without damage to cutter. An 
attractive, durable fibreglass case com- 
pletely encloses the mechanism. Unit can 
be operated on a desk or table, or on a 
matching stand containing a waste bin, 
offered as an accessory. For More In- 
formation Circle No. 121. 


RUBBER STAMP PRESS 


King Machine & Mfg. Co., 1171 East 
32nd St., Los Angeles 11, Calif., makes 
a small, low-cost rubber stamp press that 
can be easily operated by office person- 
nel or others without special skills. The 
Berkroy press makes quality rubber stamps 
quickly, easily and at low cost. A built-in 


timer, heat indicator and thermostatic con- 
trol provide simple two-step operation. The 
compact unit is 8” x 9” x 10” high, weighs 
75 lbs. and operates on 110-volt AC. Case 
is all steel with heavy-duty steel frame 
construction and heat resistant black 
crackle finish. Price complete is $189.50. 
A supply kit with sufficient materials for 
making 200 rubber stamps is $35. Prices 
f.o.b. above. For More Information Circle 
No. 312. 


PHOTOCOPY PAPER, FILM 


Triangle Business Machinc., Inc., 1808 
S. Main St., Los Angeles 15, Calif., enters 
the photocopy transfer paper market with 
its own line of paper designed to meet the 
complex speed and size requirements of 
most office copying equipment. Triangle 
brand will appear in all standard and 
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special grades, including cardboard, onion- 
skin, engineering vellum, clear film for 
making projection slides, and double-sided. 
It is produced in white and five colors: 
pink, blue, green, gold, yellow. For More 
Information Circle No. 135. 


COIN CHANGER 


Major Metalfab, Inc., Box 3323, Chicago 
54, Ill., makes the Model 77 coin changer 
which also stores coins in units of ten in 
its top removable service tray. Tray is 
aligned to hold coins of corresponding de- 
nomination for accurate count. Key chutes 


are protected by cutaway side panels, keep- 
ing them free from obstruction. Rigid, yet 
compact the 77 weighs only 5 lbs., is 6” 
high, 10” deep, 11” wide and holds $145 
pennies through dollars, in coin. Priced at 
only $55.50, including excise tax. Addi- 
tional service trays with 20° tilt easels are 
$9.50 each. For More Information Circle 
No. 203. 


OFFSET CAMERA-PLATEMAKER 


A. B. Dick Co., 5700 West Touhy Ave., 
Chicago 48, Ill., announces the Photoplax 
Camera-Processor Model .175 which will 
image aluminum offset plates directly from 
originals in less than two minutes under 
ordinary room light. It eliminates need 
for film negatives or darkrooms, and con- 
tains its own supply of negative paper, a 
process camera for exposing, and develop- 
ing section. Occupies less than 22 sq. ft. 
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of floorspace. Camera can reduce by half 
or enlarge 2x. Will accept any copy 


whether paste-up, typed, handwritten, and 
most halftone criginals; Designed to meet 
the needs of users of small offset equip- 
ment, it can become the key to production 
of several hundred copies within ten min- 
utes of receipt of original copy. Plates 


can be imaged to fit any offset equipment 
which uses standard sizes from 10” x 15” 
to 10%” x 18%”. Operators can be 
trained in a short time without prior plate- 
making experience. Machine controls are 
convenient to use and clearly marked. A 
350-ft. roll of negative paper, which can 
be loaded under ordinary lighting con- 
ditions, is housed inside the unit. Camera 
has an 18” x 23” copyboard, 12” x 19” 
ground glass, f6.8 Goerz lens and cali- 
brated timer. For More Information 
Circle No. 160, 


BOND PAPER 


Groveton Papers Co., Groveton, N. H., 
announces its whiter Triad Watermarked 
No. 1 Bond paper for offset and letter- 
press. Said to be whiter, the paper is pre- 
cision cut, 84%” x 11”, at the mill and 
moistureproof wrapped. Its brilliant white- 
ness gives flattering contrast’to ink. A full 
range of colors is available with an im- 
proved standard for purity of hue. Highly 
opaque, this paper is surface-sized for easy, 
smooth, clean running. For free trial 
packet; Circle No. 206, 





CHECK JOGGER 


Syntron Co., 715 Lexington Ave., Homer 
City, Pa., offers a four-bin rack Check 
Jogger, model TPJ-01, that aligns thou- 
sands of checks simultaneously for process- 
ing by automatic computing and account- 
ing machines. Paper up to 6” wide and 
10” long can be accommodated. Users 
claim this unit reduces labor and time on 


handling checks by 65%. Checks and/or 
paper can be placed in any or all of four 
bins and 3600 vibrations per minute from 
Syntron’s electromagnetic drive quickly set 
them in perfect alignment. In addition, 3- 
bin for mail, etc., and 2-bin models for 
credit card accounting papers, are also 
available. For More Information Circle 
No. 145. 


SHELF FILES 


Republic Steel Corp., 1038 Belden Ave. 
N.E., Canton 5, Ohio, announces its entry 
into the field of steel Open Shelf Filing. 
Units are offered in two types: letter and 
legal. The letter type has a 12” base with 
9”-deep shelves adjustable on 1” centers. 
Shelves are slotted on 1” centers for ad- 
justable dividers. The letter size unit is 
36” wide, 90” high. The legal unit has a 
15” base with a 12”-deep shelf adjustable 
on 1” centers. Standard width and height 
are identical to the letter size. Shelves hook 
into end posts and can be moved without 
tools. Both units have seven adjustable 
shelves as standard, plus base shelf. Addi- 
tional shelves may be added at will. Units 
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are available with a single or double face, 
with or without end panels and cornice 
tops. End panels are 18-gauge steel, as are 
shelves. Columns are 14-gauge and tops 
20-gauge. Shelving is bonderized 


and fin- 


fix, 


ished with baked-on enamel in gray, wil- 
low green or beige. Rubber covering on 
base protects floors, and leveling device 
built into base compensates for uneven 
floors. For More’ Information Circle No. 
130. 


BLUEPRINT FOLDING MACHINE 


R. Funk & Co., Edison Rd., Furlong, 
Pa., makes the Printfold Blueprint Fold- 
ing Machine that accepts plans in random 


order as to size and accordion folds them 
the number of times necessary to com- 
plete the desired packet without setup or 
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DOES YOUR 
MIMEOGRAPH 





Does your secretary get messy whenever she uses the mimeograph? Does she have 
to clean it for each job even when you’re rushed? Are copies fuzzy and indistinct? 
lf your answer is yes, see the new Bohn Rex-Rotary twin cylinder, paste ink 
mimeograph. It’s the first really clean mimeograph; never leaks, stays clean, always 
ready for instant use. Always produces clean, sharp, printing-press quality copies. 
AND it sells for far less than other first quality mimeographs. Mail this coupon today. 


BOHN DUPLICATOR COMPANY - [| Ficase arrange a demonstration in ou 
444 Park Avenue South, Dept. P.] Please send further information, including 
New York 16, N.Y. [ | eae od samples printed on the Bohn 
A SO ORE 
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For More Information Circle No. 420 
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RESOLVED: 
THIS YEAR 
I'M GOING 
TO INSIST ON 
DIXON TICONDEROGA 
PENCILS WITH 
MARVELEAD! 


Discover for yourself the magic of Marvelead. This all new Dixon Ticonderoga Pencil 
transforms ordinary writing into an exciting experience. No matter what your favorite 
writing instrument is—ball pen, fountain pen or pencil—nothing can match the 
crisper, sharper, smoother writing of the new Ticonderoga Marvelead. And you can pick 
your point in 5 degrees of Marvelead, to suit your personal touch. m@ For Free 
sample Ticonderoga Pencil with Marvelead write to Dept. FT on your company. letterhead. 


THE JOSEPH DIXON CRUCIBLE CO.JERSEY CITY, NEWJSERSEY 
For More Information Circle No. 329 
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adjustment by the operator. Machine 
handles sheet sizes to 16 ft. long, 42” 
wide at 60 ft. a minute. It makes 11” 
accordion folds, or one or two 8%” cross- 
folds (automatically selected as required). 
Entire mechanism is completely enclosed 
with all doors electrically interlocked. 
Overall dimensions: front to back, 27”; 
length, 78”; height, 43”; feed table height, 
40”. Weight is 2700 lbs. For More In- 
formation Circle No. 215. 


FACSIMILE PLATEMAKER 


Electro-Rex Corp. of America, 387 
Park Ave. S, New York 16, N. Y., an- 
nounces an electronic stencil and offset 
plate etching machine, the Electro-Rex 
Model 3S 4. Operation is simple. Oper- 
ator inserts original and stencil or offset 
plate, sets sensitivity, presses a lever and 
the rest is done automatically by the ma- 
chine. Improvements are incorporated in 


the 3S 4. Its increased speed enables op- 
erator to produce more stencils per hour. 
Vacuum pump prevents accumulation of 
burned carbon particles inside the ma- 
chine. Filtering device eliminates odors. 

Illuminated indicator points to a scale 
synchronized with one on drum above 
original and eliminates guesswork. Time 
is not wasted for empty scanning before 
actual copying begins, nor will a stencil 
be ruined because operator started etch- 
ing inside the body of copy. Unit accom- 
modates offset plates to 10” which are 
automatically locked into drum. No parts 
need be removed to exchange or examine 
styli. A flap is opened on top cover and 
stylus is changeable. Halftone scale on 
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the right drum makes it easy to adjust 
sensitivity of scanner to eliminate undesir- 
able tones such as edges of pasteups, 
background tones of colored or graph 
paper, etc. A fiber composite ‘V’ belt sys- 
tem guarantees service-free operation for 
years. To prevent moire effects, a vari- 
able scanner can be regulated to any set- 
ting between 125-750 lines per inch. So 
moire effects from halftones from 40, 50 
or 100 dots per inch on a machine that 
is fixed to 200 or 400 lines, are eliminated 
by slightly altering setting. For More In- 
formation Circle No. 217. 
VISIBLE FILE BASES 


Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New York 
17, N. Y., announces custom designed 
bases for Kardex visible record cabinets. 
The Aristocrat Kardex bases are self-con- 
tained cabinets in two-door and single- 
door models, affording additional space 
for filing and storage. Drawer units are 
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also available in a variety of combinations 
for added flexibility. Bases have remov- 
able end panels so two or more bases can 
be joined to form an attractive and func- 
tional work area and act as space dividers. 
Other features include a slide-out posting 
shelf; heavy duty interior shelf; and rugged 
aluminum doors. The slide-out posting 
shelf provides an ideal work station for 
rapid posting and filing. Casters may be 
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attached to individual bases for complete 
mobility. Single door model is 23” wide 
(25%” wide with end panels); 2642” deep; 
28” high. Outside measurements for dou- 
ble door model are: 33” wide (35%” with 
end panels); 2642” deep; 28” high. For 
More Information Circle No. 113. 


SPIRIT DUPLICATOR 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., makes the Model 9E Elec- 
tric Spirit Duplicator with a 9” x 17” 
cylinder and full 17” copying area. New 
rollers and positive feed insure single 
sheet feeding every time. Copy can be 
positioned anywhere on the paper. Ma- 


chine works well on all duplicator stocks, 


finishes and weights from glossy legal size 
sheets to postcards. Drop-in master load- 
ing chute insures accurate setting every 
time. Just drop the master into chute, load 
paper, furn on switch. Unit is built for 
speed. Super gear and belt drives together 
with special master clamping method 
enables user to handle masters faster, de- 
liver copies more rapidly and reduce over- 
all costs. For More Information Circle 
No. 123. 


DUPLICATING PAPERS 


Mead Papers, Inc., 118 West ist St., 
Dayton 2, Ohio, offers two duplicating 
paper sample books with generous sam- 
plings of Mead Duplicator and Moistrite 
Duplicator papers in a full range of weights 
and colors. Both lines feature a brighter 
white, made possible by the careful blend- 
ing and processing of new pulps. Both are 
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mill conditioned and sealed in moisture- 
proof packages to keep the sheets in per- 
fect condition until the moment of use. 
Mead Duplicator, a watermarked sheet, 
has a smooth uniform surface and opti- 
mum receptivity to ink, assuring the maxi- 
mum number of sharp, clean impressions. 


Moistrite Duplicator is recommended 
where quality is needed but economy is 
particularly important. It is suitable for 
long-run, low-cost uses such as business 
forms and bulletins. For the sample books 
Circle No. 152, 


FACSIMILE STENCIL-CUTTER 


Kurosawa & Co., Ltd., Ginza 6, Tokyo, 
Japan, makes the Mimeofax photoelec- 
tronic fascimile machine that cuts accu- 


rate duplicating stencils automatically and 
easily from any original material which 
may be handwritten, typed or printed, 
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the original and only workable continuous tab card with maxim efficiency 


e Pre-punched as required 

e Tabulate at any speed 

e Separate manually or on any burster 

e Vouchers of any length; side, top or bottom 
» Can be part of a multiple forms set 
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} a 
Manufacturers of line-hole continuous business forms orms inc 


WILLOW GROVE, PA. « Phone: Oldfield 9-4000 
Sales representatives in principal cities. 
For More Information Circle No. 235 
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including halftones. Anyone can speedily 
duplicate up to 3000 or more copies using 
the vinyl-treated stencils provided by this 
machine. There is no need for chemical 
treatment. The black-and-white of origi- 
nal can be reversed in the processing. 
Changes can be made in the original sim- 
ply by pasting over and rewriting. Unit 
shuts off automatically after stencil cut- 
ting is completed. Simple to operate, any- 
one can learn to use machine in minimum 
time. For More Information Circle No. 
179. 


MESSAGE RECORDER 


SoundScriber Corp., 6 Middletown 
Ave., North Haven, Conn., offers the 
Message Recorder to record and reproduce 
telephone messages relayed through an 
automatic internal dial telephone system. 
It consists of two combination Communi- 
cator recorders-reproducers mounted on a 
common base. The base unit controls the 
system and permits audible and visual 
warnings to show when recording is in 
progress. Either of the two machines per- 
forms the same function—recording and 


transcribing. When one unit is recording, 
the other is transcribing; a selector button 
transfers the function of either. Record- 
ings are made on plastic discs with 15 
minutes recording time on each side. The 
compact unit is 2144” wide, 1034” deep 
and 6” high. It can handle telegram 
transmissions, production job ticket re- 
ports, department store buyer ordering, 
receiving department checking, inspection 
or shipping department checking, railroad 
number grabbing; dispatch, routing, 
charge-out or service reporting. For More 
Information Circle No. 172. 


999 


FORMS 


Philip Hano Co., Holyoke, Mass.,. in- 
troduces flip-top boxes for the packaging 
of forms with emphasis on its snap-a-part 
sets. Easy access to such forms is 
greatly enhanced by the specially designed 
cartons. Hano also announces nine new 


forms, among which are innovations in 
stock snaps for interoffice memos, sales 
and purchase forms, insurance invoices 
and credit records, garage repair forms, 
fuel dealers’ meter tickets, and wherever 
weight scales’ tickets are involved. For 
More Information Circle No. 131. 


TELEPHONE AMPLIFIER 


Fischer-Smith, Inc., Electronic Div., 164 
State St., Teaneck, N. J., offers the Phone- 
Speaker telephone amplifier which allows 
carrying on a telephone conversation from 
anywhere in a room. The transistorized 


unit can be used’ on any phone by just 
setting the phone on it. Hands are left 
free for making notes, handling papers, 
etc. The Phone-Speaker is powered by a 
battery that will last over a year in normal 
use, and costs $39.95. For More Informa- 
tion Circle No. 197. 
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announces 


This is the 
newest 
addition to 
our complete 
line of 
Copy-Craft 
photocopiers— 
a model for 
every use— 
including offset 
plate making 
equipment, 


Franchises 
available 
in many 
key cities. 
Write for 

full details. 








ee 


| . Improved... high speed model | 


C-11 QUALITY PHOTOCOPIER 


Especially designed to give you 
such outstanding advantages as... 


EFFICIENCY...This compact desk-top model makes photocopying 
easier than ever before with consistently excellent results. One-button 
control on front panel for easy accessibility. Permanent reproductions 
of finest quality are synonymous with the C-11. 

RUGGED CONSTRUCTION... Sturdily built to give trouble free 
performance day in and day out for years. 


STYLING...Fluid, graceful lines to enhance the appearance of any 
office. 


FLEXIBILITY... Copies anything up to 11” wide by any length— 
and copies it better. Multiple or single copies, as required. 


ECONOMY. .. Eliminates time-consuming rewriting of repetitive data 
...feduces errors...cuts overhead expenses. 


Be RSS Se eae e 4 Sg EPS aE ES 


Please write to Dept. P11 


COPY-CRAFT ine. 105 cHAMBERS STREET, NEW YORK 7, N. Y. « BArclay 7-4150 
; CARBON PAPER AND RIBBONS * DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES AND SUPPLIES 


For More Information Circle No. 314 


THe Orrice—January, 1961 223 





Now! The Only Sure Way To Keep Confidential Papers 


<= ABSOLUTELY 
SECRET 


Lowest Price Machine on Market! \ \ age 


No surer, faster or safer way to an FREE: Illustrated, 
keep confidential papers secret descriptive folder 
than by positively destroying iP a giving details of 
them. Do it right in your own vie free trial. Just 
office with the new Shredmaster ine ee ee 
Bantam 10. Anyone can use it. . | write today to 
Handsome and modern in design, : DEPT. A-1. 

clean and quiet in operation. Now i 

at a new low price. (Other models 

of greater capacity available.) 


THE 


SHREDMASTER 


CORPORATION 
384 Woodcleft Ave. 
Freeport, N. Y. 


For More Information Circle No. 412 
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HANGING FILE FOLDER 


Daco Card & Index Co., 301 Congress 
St., Boston 10, Mass., makes a rugged- 
duty hanging file folder with improved 
features to cut costs and improve effi- 
ciency. This Duraflex folder has heavy- 
duty, snap-on, slide-off plastic tabs which 
save time and increase filing speed. Tabs 
can be positioned easily by sliding to any 
desired location, but cannot be dislodged. 
Tabs come in two sizes, 2” and 3%”, in 
amber and clear. The Super-tuff, blue- 
gray folders are made from long-wearing 


stock; have color matched hanger rods 
permanently attached. Folder and rod 
cannot separate. Each folder is triple 
scored, permitting ample expansion. All 
metal parts of hanger rod contacting file 
frame have burr-free, rounded edges to 
reduce wear on frames and insure smooth 
sliding. Bumper guard holds folders away 
from file frames to eliminate a major 
cause of wear and cut file replacement 
costs. For More Information Circle No. 
122. 


FORMS TIPPER-COLLATOR 


Super Speed Printing Machinery, Inc., 
742 S. Sherman St., Chicago 5, Ill., offers 
the portable Pacemaker Jr., a tipper-col- 
lator that enables anyone to collate car- 
bons and sheets and automatically spot- 
glue them into multicopy snap-out forms 
at 1850 sheets per hour. Costing only 
$485 f.o.b. above, in-plant reproduction 
departments and printers may find it prof- 
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itable to do their own multicopy forms 
assembly even for short runs on an in- 
frequent basis. Unit handles sheets from 
4" x 4%" to 13” x 16” and can be used 
on any table surface. Semi-vacuum type 


rubber. gripper feet prevent marring or 
skidding. Simply plug into any 110-volt 
outlet and it’s ready. AC motor has a 
built-in brake to prevent coasting. Oper- 
ates with a safety foot switch. For More 
Information Circle No. 125. 


BANK-BY-MAIL SYSTEM 


Cupples-Hesse Co., 4175 N. Kingshigh- 
way, St. Louis 15, Mo., has developed a 
Bank-By-Mail system utilizing MICR im- 





printing. MICR-Sets are compatible with 
MICR coded check handling systems and 
can be used with any magnetic ink equip- 





ment. The system uses a three-part MICR 
printed form: mailing envelope, deposit 
slip and depositor’s receipt. All elements 
are attached and perforated for easy sep- 
aration and meet ABA specifications. By 
coding all three elements in magnetic ink 
with name, address and code number, all 
transactions can be processed mechanically 
after amount deposited is encoded by proof 
operator. The pre-printed depositor’s re- 
ceipt is returned in a window envelope. 
Sets are delivered directly to depositor 
upon order of bank, in any of 12 stand- 
ard colors (special colors also available) 
in sets of 25. One form, coded in con- 
trasting color, indicates that automatic re- 
order should be placed by bank. A punched 
card serves as reorder form. Color codes 
can be used to identify saving accounts, 
commercial checking, special checking and 
regular checking accounts. Depositor is not 
required to remember code numbers or 
write his name and address when making 
deposit. The single perforated forms set 
containing the three elements needed for 
the transaction, insures against loss of any 
element necessary for a deposit. For More 
Information Circle No. 148. 


PAPER JOGGER 


Purnyea Mfg. Co., 4482 Lindell Ave., 
St. Louis 8, Mo., offers the Model 665-AC 
Lectrojog which will jog 500 sheets of 


20-lb. paper (up to 8%” x 14”) in six 


seconds. Jogging paper before each run 
on duplicators removes lint, improves 
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paper feeding and printing register. The 
Model 665-AC Lectrojog will efficiently 
jog up to a half-ream of 11” x 17” paper, 
and will separate gummed paper, per- 
forated forms, carbons, cards, envelopes, 
tags, etc., for faster, more accurate proc- 
essing on any machines. Jogging action is 
adjustable and anyone can use the Lectro- 
jog which measures only 9” square by 
15%” high. It weighs only 19 Ibs., is 
equipped with a GE stallproof motor for 
110-volt AC, costs $99 f.0.b. above. For 
More Information Circle No, 199. 


BLUEPRINT STORAGE SYSTEM 


Pack Mfg. Co., Logan, Utah, has de- 
veloped the Interlock Storage System that 
protects engineering drawings and blue- 
prints from wear through excessive 
handling, yet provides simplified filing and 
easy accessibility. Pack Interlock units 


are used by large automotive, aviation, 
electronic and construction firms, and are 
said to improve office appearance, save 
space by filling odd-sized areas, and be 
easy to install and maintain. The system 
reduces the time it takes to locate a draw- 
ing or blueprint. Each file is comprised 
of a tough fiberboard tube housed in a 
square fiberboard box. Metal interlocking 
end eliminates the need for supporting 
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New! 
Photocopier that 
does “everything”! 


Now concentrate all copying jobs in one versatile 
machine! e For low cost and high speed—for 
quality copies and volume production—choose 
the new PHOTOSTAT 10.14 Photocopier! « Push- 
button control assures a simple operation—top- 
notch results. Copies colors, solids, half-tones, — 
carbons, pencil lines on originals up to 20" x 28". 
The 10.14 reduces to 50%, enlarges to 119%— 
delivers prints dry, trimmed, ready-to-use. « Phone 
or send for additional information today. 


PHOTOSTATe—the most respected name in graphic reproduction 
EQUIPMENT AND SUPPLIES — MICROFILM * OFFSET * PHOTOCOPY * COPIER 





2A-(-TO 
Please send detalis of: 
oP JRAL MING [] CFFSET DUPLICATING 
0 PROVECTION PHOTOCOPYING [J OFFICE COPYING 


ee | PHOTOSTAT CORPORATION 


ROCHESTER 3,N.Y.,A SUBSIDIARY OF Itek CORPORATION 





For More Information Circle No. 300 
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Another New 


FAULTLEs, Development... 


Nylon Post FLAT-TOP Binders 


With a flick of the finger, FAULTLESS’ 
sturdy Nylon Posts are easily and quickly 
secured by two simple retaining devices. 
Gone is the nuisance of complicated levers, 
clumsy gadgets, and awkward slides, com- 
mon in ordinary binders. 


These tab form binders are quality-made of heavy, first-grade virgin vinyl! plastic, elec- 
tronically heat sealed. Stiff cover construction. Seafoam Green, French Calf Finish. 


Keep Simplified Efficiency 
at your finger-tips... 


You can judge a book by its cover 
— that is, if it happens to be the 
revolutionary new Faultless de- 
velopment . . . the Nylon Post 
Flat-Top Binder! What makes 
this tab form binder so different, 
so much better, so much easier 
to operate? Basically, the unique 
manner in which the Nylon Posts 
are held in place. Notice how 
two nickel-plated retainers grip 
the posts, holding them perfectly 


flat against the inside cover. 

We call these features and the 
many advantages they offer, 
Simplified Efficiency. So will you! 
For actually, it takes but a mo- 
ment of using the new Faultless 
Nylon Post Flat-Top Binders to 
fully appreciate their very prac- 
tical design, their completely su- 
perior record-keeping capacities 
and capabilities. 

The attractively priced line is 


complete in a wide range of sizes 
and types, for burst forms; and 
in olive canvas binding for un- 
burst marginal punched forms. 
Invest in the best — huy 
FAULTLESS! 

Phone your Faultiess 
Office Supply Dealer... Now! 
STATIONERS LOOSE LEAF CO. 
246 East Chicago Street. 
Milwaukee 1, Wisconsin. 


114-116 East 13th Street. 
New York 3, New York 


FAULTLESo ... Your assurance of superior features and foremost quality 


For More Information Circle No. 431 





racks or frames. They can be stacked 
from floor to ceiling, taking up every inch 
of unused space. Drawings are rolled and 
stored in the tubes, individually or in re- 
lated groups. For maximum storage, 
tubes will take 30 drawings. The metal 
ends provide space for indexing, elimi- 
nating cross-index systems. A simple in- 
dexing and color-coding system on the 
door of each file makes it easy to find 
the right drawing or tracing. Out cards 
indicate material removed from the file. 
Each drawing is handled only when in 
use. There is no thumbing through stacks 
of drawings or drawers full of blueprints 
to find one. Changing or expanding file 
space with Interlock is simple. The dove- 
tail joints of these files allow quick and 
easy rearrangement. For More Informa- 
tion Circle No. 212. 


ACOUSTICAL ENCLOSURES 
Industrial Acoustics Co., 341 Jackson 
Ave., New York 54, N. Y., is marketing 
special enclosures to silence noisy office 
machines. Noishield Acousti-Closures are 


acoustically engineered to eliminate the 


if . 


noise of machines such as accounting, 
billing and payroll machines; key punch, 
Graphotypes, Flexowriters and teletype- 
writers. By controlling this noise at its 
source, the closures are said to boost office 
morale and combat hidden fatigue by pro- 
viding quiet and more pleasant working 
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conditions. Units are available in three 
series. Series OE and OET are used where 
noise source is limited to the top of the 
enclosure, such as typewriters and table- 
top machines. Series OEA is designed to 
control the noise of floor mounted equip- 
ment, such as teletypewriters, card sorters, 
etc. For an illustrated booklet describing 
these units, Circle No. 184, 


TYPING CORRECTION PAPER 


Perry-Sherwood Corp., 255 Park Ave. 
S, New York 10, N. Y., announces Per- 
fectype Type Correction Paper. Each 
handy Envelope-Pak contains 308 square 
inches of type correcting area, sells for 
$1.98. A secretary’s typing errors are 





quickly, neatly and easily corrected by 
retyping the error originally made with 
one of the perforated tabs placed over 
the area. This method leaves the original 
letter completely clear for the correct 
word or letter to be typed in. For free 
testing samples, Circle No. 214, 





COPYING MACHINE BASE 


Endicott Machine & Tool Co., Box 420, 
Endicott, N. Y., has designed the TF-300 
base to fit under the Thermo-Fax Courier 
copying machine for storage for all sup- 


plies and provide efficient space utilization 


and orderly work area, saving time and 
steps. Rigidly constructed of 19-gauge 
steel, the unit has a durable enamel finish, 
non-skid molded rubber feet, and recessed 
top to securely hold the machine’s feet. 
Priced at $11.95. For More Information 
Circle No. 201. 


SILK SCREEN PRINTER 


Identification Systems Co. 246 Fifth 
Ave., New York 1, N. Y., offers the Dupli- 
Graph for small quantity printing on all 


surfaces from onionskin to heaviest card 
stock including objects up to 12” high. 
Applications include: price lists, letters, 
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signs, catalog sheets, and printing on boxes, 
textiles, wood surfaces, plastics, metals and 
machined parts. The Dupli-Graph employs 
an electronic stencil (made on any fac- 
simile stencil cutting machine). The sten- 
cil is attached to the silk screen ink car- 
rier frame by a simple clamp. Typewritten 
mimeograph stencils may be used for 
letters, etc. Operator can change from 
one bright ink color to another in less 
than eight minutes. The printers style 
emulsion paste ink dries on contact with 
paper but not on the ink roller or screen. 
No standard wash-up is required; ink is 
removed for color change by a simple 
blotting process. Positioning and registra- 
tion is accomplished by vertical and lateral 
adjustment knobs. A 24-hour electronic 
stencil service is available through Dupli- 
Graph dealers. Stencils can be used for 
10,000 or more copies and stored without 
cleaning or preparation for future use. 
For brochure showing actual samples and 
suggested uses, Circle No. 129. 


PRINT DRYER 


Paragon-Revolute Div., Charles Brun- 
ing Co., 1800 W. Central Road, Mt. Pros- 
pect, Ill., makes the Jumbo Dryer for high 
production with no sacrifice in quality in 
drying photocopies and other materials in 


cut sheet form. Speeds up to 16 ft. 
per minute are provided. Machine comes 
in 42” and 54” paper widths. High quality 
is assured through elimination of localized 
cooling. The Jumbo uses a 24” diameter 
heavy steel drum, with sufficient mass to 
retain required heat without local cool 
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with ROL-DEX you get SPEED! 


because: 
records ROLL to the seated clerk 


all records are immediately accessible 
better control; easier supervision 

random reference is no problem 

no waiting for hidden, motor-driven trays 


fewer personnel can handle large volumes 
of records 


find out about all the other advantages of 
* , . 
A oO Rol-Dex equipment. It’s built to fit your system, 
Circle No. 368 your form size, your volume, your space, your 
expansion plans. 


— << Se EE HE EE SE coe St RE merry meme Rm 
WATSON MANUFACTURING COMPANY, INC. 
Rol-Dex Division, Dept. 0-4, Jamestown, New York 


(ROL:OEX, [] Please send literature. 


SF C] Have consultant call me for appointment (phone) 


Name 
Firm . 


Street 





spots. Long prints or long runs can be 
dried so last foot of paper is as dry as 
the first. Gas or electricity can be used 
for heat. Temperature is closely controlled 
by a thermostat for uniform drying at 
all times. Support for dryer drum is pro- 
vided by ball-bearings. No drum weight 
is carried on paper conveying belt itself. 
This prevents pinching the belt and gives 
smoother operation. Other features include 
rugged construction with aluminum cast- 
ings, ease of cleaning, sealed prelubricated 
bearings. One roller has an adjustment at 
each end so belt can be centered properly 
in machine. If this adjustment is not cor- 
rectly made and belt travels to right or 
left, buzzer signals operator. This con- 
tributes to longer belt life. For More In- 
formation Circle No. 137. 


LAYOUT-CONTROL BOARDS 


Methods Research Corp., 105 Willow 
Ave., Staten Island 5, N. Y., makes mag- 
netic models of electronic computer and 
other data processing machines for use 
on steel boards carrying floorplan grids. 


























Models remain in place unless deliberately 
moved and board with complete layout 


can be hung on a wall. Other subjects 
for which magnetic models are available 
include layouts of offices, factories, 
schools, hotels and hospitals; convention 
and banquet hall seating; planning * of 
printed circuits for radio and TV tube 


settings. Also available are components, 
using the same principle, for scheduling, 
production and personnel control, and a 
variety of other applications. For illus- 
trated literature showing boards set up 
for different functions, Circle No. 222. 


SEMIPORTABLE CAMERA 


Lacey-Luci Products, Inc., 31 Central 
Ave., Newark 2, N. J., announces the 
Speed-Master, a horizontal bed camera 
constructed entirely of metal to operate 
with a high degree of accuracy. It is a 
semiportable unit and occupies a space 
of only 20” wide x 50” long on a table 
or bench. Adjustable lights, controlled by 
an automatic reset timer, are attached to 
the 20” x 20” tilting copy board. An 8%” 


Wollensak Process lens adequately covers 
1 to 1 the 11” x 14” film in the 
detachable filmholder. An enlargement and 
reduction ratio of more than 2x is pos- 
sible. No sprockets, chains or gears are 
used and elements are moved by positive 
action lead screws with two hand wheels 
mounted on front of the camera. Unit 
produces high quality line and halftone 
work for veloxes, photocopies, etc. It also 
is adaptable for Ektalith, Gevacopy, 
Xerox and Copease processes. For litera- 
ture, Circle No. 157. 


HALFTONE RE-SCREENER 
Caprock Developments, 165 Broadway, 
New York 6, N. Y., distributes a device 
for re-screening halftone copy, developed 
by Canon Camera Co. of Japan. The 
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Famous Heyer Conqueror Spirit Duplicator.. 
prints hundreds of copies quickly. . . automatically 


Here’s spirit duplicating at its easiest and best! At the touch of a lever, the 
electric Heyer Conqueror Spirit Duplicator feeds, prints and counts 330 copies 

in 3 minutes—and shuts off automatically when the last sheet is fed. 
Everything is done automatically, leaving you free to do other work at the same 
time. Write, type, rule or draw on a master. Use as many as 5 colors. Conqueror 
Duplicators will print them in perfect register in a single 
operation. New Sheet Separator Feed, with Adjustable Feed 
Wheels and Feed Tension Control, assures positive, non- 
skip feeding of thin papers to cards—even newsprint— 

from 3” x 5” to 9” x 15” in size. 

Here’s a machine that quickly pays for itself! 
For those whose needs are occasional, a 
hand-operated model is also available. 
And, most interesting of all, prices of 
Heyer Conqueror Duplicators are much 

lower than you’d expect 











— 
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Sheet separator feed Adjustable feed wheels Feed tension control Unique feed drive 
Vastly improved Sheet Contact paper at outer Assures non-skip Nationally honored 
Separator Fingers edges for positive feeding, lightweight for engineering 
eliminate side retainers forwarding one sheet papers to cards— excellence, smooth 
and tricky adjustments. at a time even newsprint. forward motion. 


ios 














1821. 
HEYER inc. "ist. Sout Sansa” Avenue 


L] Please send my FREE Personalized Memo 
Pad and information about a ONE WEEK 
FREE TRIAL of a Conqueror Spirit Duplicator. 
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Counts as it prints 
Shows exact number 
of copies printed 

.. quickly re-sets 
to zero. 


~ COMPANY 





ADDRESS 


oot x ) ~~ ZONE STATE 





For More Information Circle No. 417 
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EASY FAST INEXPENSIVE 
PLATEMAKING 








et 
<3" » Xeon 
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Rapid Printer LIGHT TABLES 
PLATEMAKERS BUILT RIGHT 


Ideal for small offset plates and duplicating PRICED RIGH 7 


masters. Vacuum frame is on top, powerful Feature: highly polished, 
carbon arc lamp in the base. Makes perfect chromed, machined steel 
plates every time as only a carbon arc lamp straight edges on all sides, 
can, and clean, simple operation makes it adjustable; ceramic glass 


. “ie top; softly diffused fluores- 
the perfect machine for office and in-plant cent light; silver hammer- 


reproduction departments. loid baked enamel finish; 
2 sizes: 17” x 23"; 21” x 25” with manual shipped completely set-up— 
or fully automatic arc control. no crating charges. 


; 5 sizes from 18" x 20” to 
Send for Bulletin A2300. M42" « 62". Send for Bulletin 


A2170. 


General Office and Factory: 4110 W. Grand Ave. * Chicago 51, Ill. 
Sales and Service: New York * Los Angeles 


For More Information Circle No. 408 
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Canon Re-Screener permits direct screen- 
ing of halftone copy, removal of screen 
dots, smoothing graininess from blow-ups, 
and removal of scanning lines when photo- 
graphing TV pictures. The unit consists of 
a set of five transparent filters coated on 
one side with a random pattern of circles 
less than one-millionth of an inch thick. 
Depending on screen of halftone to be 
photographed, enlargement or reduction 
desired and focal length of lens being 
used, a filter is selected and positioned in 
front of camera lens. Exposures are made 
in the same manner as for conventional 
screening, using about 25% greater than 
normal exposure time. It works equally 
well with glass and contact screens. Re- 
screening of colored copy for black-and- 
white reproduction may be handled in the 
same manner using panchromatic film 
since Re-Screener filters are neutral to 
color. The random coating on the filters 
impart an optical path of about a half 
wavelength to the light reflected from an 
individual dot in the copy. In passing 
through the filter, light waves reinforce 
one another to produce a smooth, continu- 
ous tone. Consequently, filters can be used 
to remove screened dots and almost re- 
create the continuous tone original. A spe- 
cial filter is used for photographing a TV 
screen directly as well as removing scan- 
ning lines from TV and facsimile photo- 
graphs. The complete kit of five filters, 
compensating glass, lens-mounting adapter 
ring and selector chart, all in a wood case, 
is $199.50. Single filters, $35 each; com- 
pensating glass, $4.50. For More Informa- 
tion Circle No. 150. 


TABULATING FORMS INDEX 


G. J. Aigner Co., 426 S. Clinton St., 
Chicago 7, Ill., makes a specially-designed 
index for instant reference to tabulated 
data in thin post binders. Insertable style 
to accommodate special titles, the index 
tabs are fused clear plastic, 1/3” extension 
and 14%” long. Index sheets are reinforced 
on binding edge with a strip of Mylar 
plastic film to prevent wearing, tearing or 
pulling through at binding holes. Indexes 
are control punched with 5/32” holes on 
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14” centers to fit all %&” thin post binders 
Inserts for the indexes are typewriter and 
machine spaced. A click of the typewriter 
spacing lever positions insert so title can 
be typed centered up-and-down. This 


eliminates time-consuming hand rolling to 
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position insert. Inserts are also available 
in continuous strips in plain style for typ- 
ing titles, or control punched for machine 
feeding into equipment where titles are 
automatically printed from punched cards. 
For More Information Circle No. 116. 


FORMS BURSTERS, IMPRINTERS 


Varco, Inc., 300 W. Congress Park- 
way, Chicago 7, Ill., announces that im- 
proved safety features, better appearance 


and quieter operation are features of the 
1961 model bursters and burster imprint- 
ers, A plastic guard over the trimming 
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units adds protection. If guard is raised, 
burster stops automatically. To start equip- 
ment again, guard must be lowered to the 
safe position, and start button depressed. 
To protect against accidental starting of 
the machine, “on” button is recessed and 
“off” button is raised so burster can be 
stopped quickly and easily. Other changes 
include side panels that extend to the 
floor to improve appearance in keeping 
with the trend to streamline office equip- 
ment. Operational noise has been reduced 
to a minimum. Alli regular features of 
Uarco bursters have been retained. For 
More Information Circle No. 112. 


COPYING PAPER 


Calor Copy Corp., 387 Park Ave. S., 
New York 16, N. Y., announces a new 
bondweight recording paper as an addition 
to its line of quality papers for Thermo- 
Fax machines. This Calocop Bond D is 
heavier than the average paper and does 
not need to be reinforced by backing 


sheets. It is as heavy as a_ standard 
letterhead paper and stands up under 
prolonged and repeated handling. The 
opaque surface reflects no light or glare. 
Its weight makes it easier to file and it 
doesn’t curl when run through the ma- 
chine. The image is recorded in dark- 
brown and cannot be scratched off. Copies 
mended or spliced together with adhesive 
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tape will remain perfect when tape is 
taken off. Bond D is not translucent; each 
sheet is clearly readable even when stapled 
or bound together. Maintenance of the 
machine is said to be reduced by this wax- 
free white-backed paper, and belt life ex- 
tended. The paper is flexible and doesn’t 
crack, shred or flake when folded or 
crushed. Due to its heat resistance, Calo- 
cop Bond D is unaffected by sunlight or 
prolonged filing. Unused paper can be 
stored indefinitely under normal tempera- 
ture conditions. Calocop Bond D is packed 
in attractively designed reinforced dis- 
penser boxes of 500 sheets and low priced. 
It is stocked in sizes 8” x 10%", 8%” x 
11” and 8%” x 14”. Odd sizes in sheets 
or rolls are available to customer’s speci- 
fications. For More Information Circle 
No. 111. 


FILING SYSTEM 


Recordak Corp., 415 Madison Ave., 
New York 17, N. Y., announces the Rec- 
ordak FICO file control system which, on 
initial installations, reduced operating 
expense of correspondence files by ap- 
proximately 30%, reduced capital expen- 


ditures for sorting and filing equipment 
by 45%, improved control of filed ma- 
terial and saved floorspace. Documents 
are microfilmed and indexed on tabu- 
lating cards. In one installation, over 
220,000 documents on film are stored in 
one file drawer and any one can be found 
and facsimile copies made in minutes. 
These copies need not be refiled. For 
More Information Circle No. 221. 
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different models of 
Chandler & Price Paper Cutters 


MEET ANY NEED OF EVERY PRINTER 
OR DUPLICATOR OPERATOR 


hydraulle-clett? : 
wavawomess \ Spacing 
Equipment 


Manual 
and 
Automatic 
for power 
cutters 


hand-clamp 
automatic 
power cutter 








a 


For small-shop equipment, for auxiliary equipment, or 
for production cutting of large runs, there’s a Chandler 
& Price Paper Cutter which can meet your requirements. 


If you want a large cutter, Chandler & Price has it 
in the C&P 37-inch hydraulic clamp full automatic 
machine. 


For long runs of repetitive cutting on ledger cards, 
statements, checks, forms, indexes and letterheads, 
power cutters equipped with manual or automatic 
spacing devices do the work easily, speedily, ac- 
curately and economically. 


For auxiliary equipment and for general office use 
the 26'2-inch Craftsman lever cutter or the C&P small 
bench cutter provide the same cutting accuracy, 
rigidity and dependability of larger sizes but are 
suited for smaller operations where volume of cutting 
does not demand a larger machine. 


Give us an idea of your paper cutting require- 
ments and we will gladly send details of the C&P 
cutter which will meet your needs. 


“Cut Your Cutting Costs with a C&P Cutter” 


Illustrated is C&P 23” full hydraulic automatic cutter. 


THE CHANDLER AND PRICE COMPANY tieveisnss ono. 


For More Information Circle No. 437 





A special announcement for users of 
offset duplicating equipment 


Smith-Corona introduces 
new Lith-0-Rite 
offset line 


Now make direct-image masters for 
longer runs, sharper copies! 
Easiest to prepare, easiest to erase! 


No matter what kind of offset equip- 
ment you use, now you can get 
longer runs of clean, sharp, attrac- 
tive copies—with new Smith-Corona 
Lith-O-Rite offset supplies. 

Now you can make direct-image 
masters that will reproduce 2,000 
times—with a standard typewriter. 
When the image is reproduced by 
xerography, you can run as many as 
4,000 copies . . . each as perfect as 
the one before it. 

No babying required 

The new Smith-Corona Lith-O- 
Rite paper masters require no spe- 
cial preparation or attention, aside 
from that normally paid any other 
direct-image plates. Any typewriter 
in good mechanical condition can be 
used. The master goes in just like 
any other piece of paper or stencil. 
Best results, of course, are obtained 
by using a Lith-O-Rite carbon rib- 


EE 


bon, but silk and cotton work well, 

too. Neat corrections are made with 

an ordinary typewriter eraser. 
Reproduces handwriting, too 

With the new Smith-Corona Lith- 
O-Rite masters, you can even write 
directly on the plate by hand. To 
write, draw, letter, rule or trace, 
just use the correct reproducing 
pencil, crayon, ball-point pen and 
drawing fluid. Reproduction is crisp, 
clean, legible. 

For more complete details on the 
new Lith-O-Rite line of offset sup- 
plies—masters, plate etch, ribbons 
—simply call your nearest Smith- 
Corona Supply Products representa- 
tive. Or just write on your business 
letterhead to Smith-Corona Supply 
Products, 410 Park Ave., New York 
22, N. Y. We'll gladly send you de- 
tailed information at no obligation 
—tailored to your requirements. 


SMITH -CORGNA 


ONVISION OF SMITH-CORONA MARCHANT INC. 


For More Information Circle No. 301 
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For More Information Circle No. 301 
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PARTITIONS 
Stelzer Moldings, Inc., 23184 Keller 


| St., South Bend 28, Ind., makes a movable 
| Office partition designed as a fully flexible, 


easily installed and rearrangeable divider 
wall. SM Partitions are smartly styled 


| with aluminum components complement- 
| ing wood grained panelling. Marlite panels 


with honeycomb core and walnut grained 
plastic finish are framed in satin finished 
aluminum, and connect to sturdy alumi- 
num posts by a locking device, resulting 


| in maximum rigidity with lightweight com- 


ponents. Requires neither skilled labor nor 
special tools for installation. For More 


; Information Circle No. 158. 


TRANSPARENT DESK PAD 


McDonald Products Corp., Duk-It Bldg., 
238 Seneca St., Buffalo 10, N. Y. offers a 
transparent desk pad that protects, yet re- 





veals the desk’s surtace. Made of heavy- 
weight acrylic plastic with ends of natu- 
ral wood, metal, leather or Naugahyde 
trimmed with brass or aluminum, it pro- 
tects the desk top from the pressure of 
ballpoint pens, the wear of coat sleeves, 
and scuff of books and papers. Called 
the Clear-View Pad, it is offered in designs 
that match all the manufacturer’s com- 
plete lines of desk accessories. For More 
Information Circle No. 149. 


REUSABLE ADHESIVE LETTERS 


Ozalid Div., General Aniline & Film 
Corp., 54 Corliss Lane, Johnson City, 
N. Y. offers reusable plastic self-adhesive 
letters and symbols to give professional 
lettering capability to even the amateur. 
Planotype is available in opaque black, 
red, white, silver, gold, copper or trans- 
parent colors to compose any caption, 
legend, title name or text material for dis- 
plays, signs and nameplates. For offices 
or plants, Planotype lettering can be eco- 
nomically used for names and titles on 


doors; also in the preparation of diazo 
masters for transparencies, posters, charts, 
etc., and for captions with a continuous 
tone photograph. Planotype symbols can 
be placed directly on a transparency, chart 
or photograph. An opaque letter projects 
black; transparent lettets project the colors 
furnished (blue, red, green and yellow). 
Letters are said to have a pleasing three- 
dimensional appearance. Available in a 
wide variety of type styles in ten sizes 
from 5/32” to 1%”, made of thin pliable 
plastic with beveled edges that merge with 
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the surface on which they are positioned. 
They will adhere, on contact, to paper, 
cardboard, plastics, wood, glass, stone, 
metals, chalkboards; and stay indefinitely 
in the desired position. For More In- 
formation Circle No. 176. 


PRESENTATION BOARD 


Charles Mayer Studios, Inc., Bowery at 
Center St., Akron 8, Ohio, offers the 
Hook N’ Loop board which appears 
smooth but is covered by countless tiny 
nylon loops. Pressure-sensitive tape, cov- 
ered with tiny nylon hooks, can be applied 
to objects which will then adhere to the 


The 


board without slipping or curling. 
hooks will hold up to 10 Ibs. per square 


inch. Objects can be removed or posi- 
tions changed as desired. Boards in one- 
piece anodized aluminum frames come in 
three standard sizes or can be custom 
made to any specification. The white ny- 
Jon surface also can be used as a projec- 
tion screen. For More Information Circle 
No. 161. 


OFFSET SUPPLIES 


Van Son Holland Ink Corp. of Amer- 
ica, 92 Union St., Mineola, N. Y., an- 
nounces that plastic containers and color- 
ful labels using all 14 Van Son metallic 
ink colors are ingredients of the repackag- 
ing program which will encompass their 
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DIEBOLD OPEN SHELF POWER 
FILES REDUCE FILING SPACE 
REQUIREMENTS 50%! vou save 


space, time and money with DIEBOLD Open Shelf 
POWER FILES! 


Today's high costs per square foot of office 
space dramatize the need for making most 
production use of floor space you have. 
That’s exactly what you can do with Diebold 
Open Shelf Power Files. With a Diebold 
Open Shelf Power File, you can file the 
contents of seven 4-drawer files in 50% less 
floor space . . . can significantly boost filing 
efficiency at the same time, thanks to push- 
button operation! 


No bottom shelf to 


Each shelf in the Open 
Shelf Power File has 
push-button control... 
a touch of the but- 
ton brings required 
records to reference 
level swiftly, silently, 
electrically! 





stoop for . . . no 
top shelf to stretch 
and strain for! Every 
shelf is brought to 
ideal working height! 


Diebold, Incorporated 


You use the vertical 
dimension of your 
office space with 
Diebold Open Shelf 
Power Files... you use 
all the space you're 
paying for and use it 





more efficiently! 


Dept. OE-124 





Canton 2, Ohio 


Gentlemen: Please send me your illustrated catalog on Diebold 
Open Shelf Power Filing without obligation. 
Ee ME EN ee ONE 


INCORPORATED 
CANTON 2, OHIO 
IN CANADA: DIEBOLD OF CANADA, LTD. 
TORONTO 


Address __.____ 
Ree 


For More Information Circle No. 315 


Company 


EGY ee 





DIO1Ms 
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WHENEVER YOU SORT-COUNT 4 
' 


' CUT TABULATING TIME | 


o-o-™= 


<a 


Sales analysis by item + Apparel sizing, ques- 
tionnaire summaries, market surveys, etc. 
Food portion counting, summary of menu 
choices * Payroll denominating, when paying 
in cash + Control of residual quantities with 
reducing counters + Traffic movement surveys. 
Volume studies + Quality control, counts of 
faults or rejects + Publication surveys, re- 
search, circulation audits + Transit zone-fare 
audits + Zone-delivery control « Truckloading 
make-up. 


-” 
oe ee ee oe ee ee ee ee 


Aluminum casing + light weight + easy to 
carry « Most compact + 8 units in less than 9 
inches + Feather touch stroke makes it easiest 
to operate + Positive recording thru use of 
LOAD and FIRE mechanism + Any number of 
counters for any job + 1 to 600 tailor-made 
to fit your needs « Capacity to “9999” (4 digits). 


For complete details and 
prices write Dept. 061 


The DENOMINATOR COMPANY, Inc. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for over -45 years 


For More Information Circle No. 371 
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entire line of offset products. Many are 
already sporting new attire as each week 
additional items join the ensemble. With 
customer convenience uppermost in mind, 
reusable containers are featured wherever 
practicable. Scata-Way Blanket and Roller 
Wash and Scata-Glaze One Step Wash-Up 
have been repackaged in reusable 5-gal. 
open top cans. Universal Fountain Solu- 
tion, Mirepel Fountain Solution, Protecto- 
cote Solution and Gum Arabic are packed 
in attractive unbreakable plastic quarts 
and gallons. Labels on ink cartridges have 
been printed in the actual ink color. Now 
labels on pound cans will be given this 
treatment. Can labels are printed in three 
colors with overprint varnish. Scata- 
Grime waterless handcleaner will be avail- 
able in colorful plastic tubes as well as 
metal cans and handy glass jars. Labels 
for all the many miscellaneous supply 
items are being redesigned to bear a family 
resemblance. For More Information 
Circle No. 115. 


CONVEYOR 


Chainveyor Corp., 5618 E. Washington 
Blvd., Los Angeles 22, Calif., has devel- 
oped the Paperveyor overhead paper han- 
dling system for any office or warehousing 
situation. Orders, invoices, punched cards, 


blueprints, correspondence and other office 
papers can be dispatched to any sequence 
of locations and automatically unloaded at 
preselected stations anywhere. This makes 
it possible to maintain a continuous flow 
of working papers from one desk, ma- 
chine, work station or file area to another. 
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Mechanical action carriers hold papers 
safely without folding or rolling. Once 
inserted between holding clamps of a 
carrier, papers cannot loosen or drop 
while in transit. A cam-release trip bar 
at preselected discharge stations, any- 
where along the path, automatically de- 
posits papers where needed. For More 
Information Circle No. 132. 


REVOLVING FILES 


Guillermo Kraft Ltda., S.A., 319 Re- 
conquista St., Buenos Aires, Argentina, 
makes Kraft rotary files which provide 
100% visibility and save 70% in floor- 
space. For instance, one unit, in less 
than 27 sq. ft., has the letter or legal size 
capacity of ten four-drawer filing cabinets. 
Kraft revolving card files are made for all 


card sizes. One file will hold up to 125,000 
5” x 3” cards and relative quantities of 
6” x 4” and 8” x 5” cards—all within reach 
of a seated operator. Cards are filed in re- 
movable trays and new cards can be added 
to any part of the file without disrupting 
others in the file. One or more employees 
can work at the file at the same time. All 
cards on each revolving shelf can be 
scanned at one time. Kraft also makes 
conventional, desk-side rotary card files in 
cabinets fitted with casters. For More 
Information Circle No, 175. 





MODULAR FURNITURE 


Luxco, Inc., 100 King St., LaCrosse, 
Wis., offers a line of modular steel furni- 
ture and harmonizing chairs. Providing an 
infinite variety of combinations, the Luxco 
5000 line’s basic units are adaptable to 
many Office situations. Desk tops are avail- 
able in a wide variety of sizes, and the 
line comes in a wide array of colorful 
oven-baked enamel finishes and Formica 


tops. Components include panels in For- 
mica, vinyls, perforated and plain metal 


finishes; legs; lockers; files; bookcases and 
H-frames. Luxco 2000 chairs include an 
executive swivel armchair, secretarial pos- 
ture chair, side armchair and side chair 
in a variety of colors and fabrics. Pieces 
have solid walnut armrests, hooded ball- 
bearing casters, Flo Tork chair control, 
and vinyl clad steel bases. For literature in 
color, Circle No. 165. 


MICROFILM FILE JACKETS 


Sertafilm, Inc., 105 North Sth St., Phila- 
delphia 6, Pa., offers Sertafilm Kodapak 
IV transparent microfilm jackets to per- 
mit cataloging microfilm with easy access 
and complete protection. Projections can 
be made directly through the optically 
clear acetate sleeve. Insertion is by simply 
threading film through with no tools or 
special mounting mechanism needed. 
Jackets have rigid index tabs in light gray 
for rubber stamp impressions, inked nota- 
tions, etc., and other colors are available. 
For More Information Circle No. 167. 
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PHOTOCOMPOSER 


Foto-Graphic Products Co., 2701 14th 
Ave. S, Minneapolis, Minn., is marketing 
an improved Foto-Riter Typesetter, Model 
325, that sets 14 to 72 pt. type in more 
than 50 styles. Type is crisp and clean, 
with no smudging possible because it is 
a film image. A signal light flashes red 
when unexposed film supply is exhausted. 
One-second exposure time, easier removal 
of exposed copy and improved spacing 
dial are other features. The Foto-Riter is 
finished in bronzetone, with chrome han- 
dle and trim. It weighs only 10% Ibs., 
and can be operated on either 110v or 
220v current. Individual film slide units 
are used for each alphabet letter. Since 


each is separate, copy can be set with 
letterspacing, justifying and cutting in. 
Dial operated letterspacing mechanism §is 
based on the point system, with 72 spaces 
on the dial face. One complete revolution 
gives a movement of 72 pts. or 1”. To 
compose a line of type, slide unit is in- 
serted and exposed over 35mm paper or 
contact film. Paper is accurately spaced 
by the gear-driven mechanism, to permit 
laying down the next letter. Alphabets 
come in loose-leaf pocketed pages which 
slip into a three-ring binder. Most alpha- 
bets are complete with caps, lower case, 
numerals and punctuation. Small cuts, 
cartoons, monograms and screened effects 
are readily reproduced. List price of 
Model 325 is $169.50. For descriptive 
literature, Circle No. 133. 
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Working for you 
or against you? 


Checked your mailing scale lately? If it’s worn, 
weak or stiff, it may be working against you. 

By overweighing! An unnecessary extra 
four cents postage on as few as ten letters 
a day runs into a hundred dollars a year— 
wasted! 

By underweighing! Mail that arrives 
“Postage Due” can antagonize your 
customers and prospects. Or may be 
returned for you to pay the postage due. 

An honest and accurate mail scale soon 
pays for itself in any office! 


Pitney-Bowes scales are precision weighing 
instruments. The automatic mechanism 
doesn’t deteriorate with use, stays accurate 
year after year. Markings are big, and easy 
to read. The quick-acting hairline indicator 
shows the exact postage required. Mailing 
is faster and easier. And you’re sure every 
piece of mail has the right postage. 

PB has seven scale models. One has an 
international postage chart, for foreign 
mail. One is for parcel post, with 70 Ib. 
capacity. There’s a little beam scale for the 
smallest office. Ask the nearest Pitney-Bowes 
office about the right scale for you. Or send 
the coupon for free illustrated booklet. 


FREE: Handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 


PITNEY-Bowes, INC. 


Pitney-B Owe! S 3487 Walnut Street 


Stamford, Conn. 
M AILING SCALES Send free booklet 7 rate chart J 


Made by the originator of the postage meter Name _ 
.-- 139 offices in U.S. and Canada 





Address 


sp enion emaninncmanmeinannveitocienel 


For More Information Circle No. 471 
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OVERHEAD PROJECTOR 


Projection Optics Co., 271 11th Ave., 
East Orange, N. J., has developed the 
Projex 1010 overhead projector system, 
to project transparent slides or strips from 
10”x10” down to 35 mm for use with an 
audience of four to 400. Utmost illumina- 
tion is obtained, even in broad daylight, 
with a 1000-watt lamp. Three-position op- 
erating switch, folding material shelf and 


hinged access doors provide ease of use. 
Increased versatility is afforded operator 
with a 360° rotating head and hide-away 
transparent cellophane writing roll. Unit 
has a wide range of accessories for virtu- 
ally any desired magnification of all popu- 
lar size slides. Operator can project single 
or double frame 35mm film strips, 35 mm, 
2”x2” and 314”x4” slides, plus any other 
size up to 10”x10”. For More Information 
Circle No. 168. 


CENTERING RULER 


Fairgate Rule Co., Cold Spring, N. Y., 
makes the hard aluminum C-24 rule with 
the inch numbers running from the center 
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to both ends. This simplifies finding the 
center of an area. Edge is straight for 
ruling. Lists at $2. For More Informa- 
tion Circle No. 166. 
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EXHIBITOR’S FORM 


Transkrit Corp., 704 Broadway, New 
York 3, N. Y., has applied its product 
to a new form that solves a clerical head- 
ache, cuts costs, improves efficiency, and 
speeds mail follow-up. The product is a 
hot wax carbonizing method which car- 
bonizes specified areas without interleav- 
ing. Copying may be obtained in a variety 
of different ink colors. The form is a 
Convention Exhibitor’s Label with three 
parts. The top is the actual label which is 
used to mail company and product litera- 
ture to the prospect. The back of this 
is carbonized so that name and address 








of the prospect is printed on the second 
sheet which has space for prospect to fill 
out the type of information he wants and 
the name and address of his dealer. The 
third sheet, a duplicate of this, is sent 
to the dealer for follow-up at the same 
time that the company sends out the litera- 
ture. Since Transkrit sells only through 
the trade, it is able to save costs on copy- 
ing mames and addresses, and has estab- 
lished a file of prospects for its dealers’ 
trade customers. Variations of this same 
form can be applied to all types of busi- 
nesses attending conventions and trade 
shows as exhibitors. Further information 
and samples may be obtained from your 
printer, lithographer, stationer or business 
forms dealer. 
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PARCEL POST RATE CHART 

Ayres Corp., Box 1081, Wilmington, 
Calif., offers the Parcel Post Rate Finder 
with which you dial the weight to get the 
rate. Parcel post and airmail rates for 
one to 70 lbs. are shown on one reading 
line. Rates for parcels under 1 lb. are 
also shown, as are insurance fees. The 
device is only 9” long, 4” high; weighs 
less than 1 Ib, and is easier to use than 
cumbersome or easily misplaced charts. 
For More Information Circle No. 191. 





Never again need the sound and fury of 
an impatient boss rock the office corri- 
dors! With the speed and efficiency of 
Oxford Pendaflex hanging, sliding fold- 
ers, “must-have-immediately” letters are 
always at your finger tips. Finger-Tip 
Control we call it . . . and it not only 
saves time, but cuts office costs as well. 
Accuracy? It’s built into Pendaflex with 
exclusive “Keyboard” selection! 

Mail the coupon. You'll receive— 
FREE—a File Analysis Sheet, full Pen- 
daflex details and a complete Oxford 
Catalog. 

Oxford Filing Supply Co., Inc. 
Garden City, New York. 





























In Toronto, Luckett Distributors, Ltd. 
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OXFORD FILING SUPPLY CO., INC. 


§ bs / 15-1 Clinton Road, Garden City, N. Y. 
XxX 0 Od Please send free File Analysis Sheet and com- 
ee a 


plete Oxford Catalog with all the facts about 
L FIRST 
NAME 
IN FILING 


Pendaflex. 
For More Information Circle No. 303 
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© 1960 VENUS PEN & PENCIL CORPORATION, LEWISBURG, TENN. *PAT. NO. 2,678,634 


New camel-type cartridge* goes miles further without 


running dry! Because Venus can put more ink in the remarkable 
camel-type ink cartridge, you get more work out. For just pennies 
more, the famous “cross between the pen and pencil’”® gives you top 
efficiency, top economy for the office. Other features: New cone-shaped 
extended point; light wood barrel; permanent ink. Ten styles. 29c, 39c, 
49c. Less by the dozen. Blue, black, red, green ink. Order from your 


Cationer today. VENUS ball PEN<cil® 


Venus ‘‘365’"@ . . . the de luxe retractable model. Guaranteed to write 1 year or new refill free. $1.29. 
For More Information Circle No. 409 
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ONE-WRITE PAYROLL FORM 


Foldaligned Forms Co., 419 Broome 
St., New York 13, N. Y., offers a quar- 
terly payroll forms set for accountants, 
bookkeepers and payroll clerks. This 
Foldaligned Payroll Record Form P 113 
cuts the preparation of payrolls to three 
minutes per employee, compared to five 
to ten minutes per employee required 
when using conventional methods—a 
saving of 40-70% in time. The form is 
a five-part, carbon-interleaved, snapout, 
6” x 12” set. The one-write method re- 
sults in a fast, accurate and complete 
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quarterly payroll record for each em- 
ployee. The form uses “magic foldability,” 
developed by the manufacturer as a pay- 
roll worksheet, individual earnings rec- 
ord, payroll book, and payroll advice for 
insertion with pay or paycheck. No spe- 
cial board or equipment is necessary— 
there can be no errors due to mechanical 
misalignment of posting sheets. Individual 
earnings record does not have to be added; 
required total is a byproduct of a monthly 
payroll master. No need for a weekly 
payroll master since monthly payroll mas- 
ter has weekly details as a byproduct of 
original writing. The P 113 form costs 
$14.98 per 100 sets (15c per set) in handy 
pressboard binder. For More Information 
Circle No. 114. 
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PRESSURE-SENSITIVE TYPE 


Applied Graphics Corp., Glenwood 
Landing, N.Y., offers pressure-sensitive 
type sheets which enable untrained per- 
sonnel to set type for headings, titles and 
notations. Letters and numerals are clear 
and well designed, printed in black on 
matte acetate and can be reproduced by 
diazo or photographic methods. The 412” 
x 11” sheets’ pressure-sensitive coating 
does not require burnishing. Each charac- 


‘ oo 
ter is individually slit and requires no 
cutting or trimming to remove it from 
backing sheet. A pointed tweezer is used 
to peel a character and place it in position. 
Characters can be lifted and moved to 
any desired position without loss. of ad- 
hesive. Each low-cost sheet contains the 
alphabet and punctuation marks with 
characters repeated in frequency suited to 
normal requirements. For Catalog PSM-60 
of pressure-sensitive drafting materials, 
Circle No. 147. 


SEAMLESS RIBBON 


New Era Ribbon & Carbon Co., 1011 
Cherry St., Philadelphia 7, Pa., offers the 
garter type Nerco seamless ribbon for cash 
registers or other machines where a con- 
tinuous belt ribbon is required. It is 
woven in tubular form then cut to exact 
width specifications. It gives uniform type 
impressions as there are no seams to cause 
variations in ink intensity. Unlike ribbons 
with sewed seams, there are no joined 
ends to ravel or come apart. For More 
Information Circle No. 141. 





LINE DATERS 


Douglas Homs Co., 1314 Rollins Road, 
Burlingame, Calif., introduces a line of 
line daters with attractive metal shields 
front and back to prevent ink staining the 
fingers of user. Units come in four stand- 


ard sizes: 0, 1, 1% and 2; generally with 
full 12-year natural rubber deeply molded, 
self-aligning date bands for sharp uni- 
form impressions. Daters are packed 12 
to a carton. List prices are low. For 
More Information Circle No. 159. 


PERSONALIZED DESK PENS 


Gardner Stamp Co., 166 S. Washington 
St., Wilkes-Barre, Pa., offers Personalized 
Desk Penci-Pens. As few as one dozen 


can be ordered with your name on each 
pen. Pens have medium point with all brass 
5%4"- long cartridge containing Formulabs 
pre-tested quality inks in green, red, black, 
blue. Pens are boxed one dozen per pack- 
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age and shipped prepaid anywhere in 
U.S.A. for $3 per doz. with money back 
guarantee. Imprint can be one line of up 
to 40 letters. Sample blank pen is 25c. 
Large quantity rates available for adver- 
tising or company office use. For More In- 
formation Circle No. 151. 


LAYOUT TEMPLATES 


Keuffel & Esser Co., Adams and 3rd 
Sis., Hoboken, N. J., offers a Speedraft 
drafting template for drawing office plans. 
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It contains symbols for all commonly used 
office equipment, a handy aisle spacing 
guide and other guides for indicating work- 
flow. For More Information Circle No. 
193, 


STACKING ARMCHAIR 


Howell Co., 434 S. First St., St. Charles, 
lll., introduces a sturdy, simple line design 
armchair. Comfort is obtained with use 


of poly foam cushioning in seat and back 
covered with bright colors of Naugahyde 
vinyl upholstery that is soft to the touch, 
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Manpower, Inc. gives 
YOUR OFFICE 
“Working Power” 

to handle peak per’. is, 
extra workloads, 

and special jobs. 


Whenever you’re short handed — 
call your local Manpower office for 
trained, efficient temporary office 
workers. 


TEMPORARY OFFICE HELP IN OVER 200 CITIES 


Use our employees as long as you need them at low hourly rates. 
We pay all salaries, taxes and insurance—keep all payroll records. 


manpower, inc. 


Over 200 offices in the U.S., Canada, Mexico, and Europe. 

WORLD HEADQUARTERS: 820 N. PLANKINTON AVE., MILWAUKEE, WISCONSIN 
For More Information Circle No. 228 
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abrasion and scuff resistant, won't stiffen 
or crack and washes with soap and water. 
Welded one-piece frame is square tubular 
steel finished in satin chrome semigloss. 
Stainless steel rubber cushioned adjustable 
feet are self-leveling when chair tilts back. 
Back legs extend as a wallsaver. Chairs 
stack on top of each other as high as one 
can reach to store in the floorspace of 
one chair. A choice of colors in several 
Naugahyde patterns is available. For 
folder and price list on this and other 
styles of tables and chairs, Circle No. 134. 


FLOOR MACHINE 


Breuer Electric Mfg. Co., 5100 N. Rav- 
enswood Ave., Chicago 40, IIl., announces 
Tornado 280 floor machines with all 
weight and movement over the exact cen- 
ter of balance. Motor, gear unit, brush 
coupler and brush function in a straight 
line, effecting absolute concentricity. 


Completely smooth, one - hand operation 
with no vibration, bucking, rolling or 
bumping, results. Machines operate at a 
continuous 25% overload without danger 
of overheating. Motor features high start- 
ing and operating torque, yet lower op- 
erating amperage per horsepower. Non- 
loosening handle height adjustment, re- 
cessed switch levers and heavy duty non- 
marking vinyl bumpers are damage-pre- 
vention features. Electrical safety is as- 
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sured by 3-wire safety cable with third 
wire ground. Extra wide handle yoke, 
heavy cast adjustment bar, and large 
handle tube eliminate danger of bent 
straps or whip and spring in operation. 
Switch levers can be snapped vertically 
to prevent accidental starting. Tornado 
280 Floor Machines surpass standards of 
municipal, state and federal safety codes. 
Machines are available with 15” brush 
and %, % or 1 hp motor; 17” brush with 
4%, % or 1 hp motor; 19” brush sizes 
with % or 1 hp motor; and 22” brush 
size and 1 hp motor. For More Informa- 
tion Circle No. 218. 


ADHESIVE CHARACTERS 


W. H. Brady Co., 770 W. Glendale 
Ave., Milwaukee 9, Wis., makes self- 
sticking die-cut Numbers and Letters, 2” 
and 3” high, of yellow, black or white 
vinyl plastic and shiny aluminum foil. 
To make shaded lettering, first apply the 
desired aluminum foil letters. Then apply 
identical black letters over aluminum let- 
ters, slightly offset to provide the shading 
effect of high priced metallic-leaf letter- 


ing. In addition to black and aluminum, 
you can use any combination of contrast- 
ing colors. Numbers and letters are for 
permanent application, indoors or out- 
doors; are weatherproof and fadeproof. 
The vinyl will withstand heavy wear and 
abrasion, may even be applied to floors 
where there is heavy foot and lift truck 
traffic. Furnished on individual Blue 
Streak liners. Simply peel the split liner 
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R.E.C. manufactures industrial 
fasteners and is a specialist in 
the manufacture of stud bolts. 


IRVING T. HERSON, CONTROL- 
LER of R.E.C. Corporation. 


THIS NATIONAL SYSTEM performs eight different complete operations for the R.E.C. Corporation. 


“Our C@alional Accounting System 
saves us °3,100 a year... 


returns 56% annually on investment.” 


—R.E.C. Corporation, New Rochelle, N.Y. 


‘*Impressive money savings we have effected from installation of a National Accounting System are only one of 
many reasons for our satisfaction with your equipment. 

‘Equally important is the fact that our records are now kept up-to-date. Reports pertaining to production, over- 
head, and costs are now available to management without costly delays. Without our National System this would 
be impossible. We are alerted the instant a customer falls behind in payments which has reduced our accounts 
receivable. These facts we regard as more important than the actual cash savings. 

‘*‘We are delighted with the National 


System. Its flexibility, simplicity and ease * TRADE MARK REO. U. 6. PAT. OFF 
with which we train operators are most D , fe 2 fers 

satisfactory. Our National Accounting ae oe Sie eed oe % 

System saves us $3,100 a year, returns National 
56% annually on our investment."’ Controller of : 

R.E.C. Corporation ACCOUNTING macunes 

ADDING MACHINES + CASH REGISTERS 

THE NATIONAL CASH REGISTER COMPANY, payton 9, ohic | RUECTROWIC DATA Processing 
1039 OFFICES IN 121 COUNTRIES nce pare (No Carson Reavineo) 


77 YEARS OF HELPING BUSINESS SAVE MONEY 
For More Information Circle No. 480 
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and apply number or letter. Unskilled help 
can apply them fast and easily without 
instructions, For free samples, Circle No. 
118. 


STORAGE RACKS 


Walter Haertel Co., 2840 Fourth Ave. 
S, Minneapolis, Minn., offers Adjusto-Deck 
racks to convert open floor-to-ceiling space 
into storage area. It uses brackets and 
fittings to link conventional pipe into a 
sturdy tier of racks. No special tools are 


required to erect racks. No holes are 
bored into floor or ceiling. It can be 
changed from shelf to hanger type as de- 
sired. Shelf areas can be varied in height 
or depth according to need. User can pur- 
chase pipe locally and have plywood cut 
to the exact size to fit his requirements. 
For literature and prices, Circle No. 213. 


OFFSET BALLPEN 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill, offers an attractively 
styled ballpen designed to image offset 





masters. The pen yields particularly good 
image pick-up on offset paper masters, 
and also may be used with any paper stock 
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as an ordinary ballpen. Equipped with an 
extra long cartridge extending the full 
length of the pen for long writing life. 
Pen is disposable, discarded when ink sup- 
ply is used, eliminating the need to stock 
replacement cartridges. For More In- 
formation Circle No. 178. 


SPRAY ADHESIVE 


Avery Adhesive Products, Inc., Mon- 
rovia, Calif., offers Spray-Grip liquid 
pressure-sensitive adhesive in aerosol cans 
which allow faster application than brush- 
applied adhesives. Tests are said to indi- 
cate that Spray-Grip will save time in 
mounting papers, paper board, fabrics, 


plastic film, photo prints, etc. It is simple 
to use, without shaking can, and dries 
within 30 seconds with nothing to clean 
up. The liquid is transparent, nonstain- 
ing, nontoxic and odorless. Some users 
found that a 12-0z. can of Spray-Grip 
was equivalent to 32 ozs. of rubber ce- 
ment. For More Information Circle No. 
163. 


WASTEBASKET 


Weinman Brothers, Inc., 3260 W. Grand 
Ave., Chicago 51, Ill., offers the Office 
Appliances No. 26503 wastebasket, one of 
over 50 distinctively designed metal waste 
baskets introduced for 1961 by the firm. 
The fresh decorative motif features a va- 
riety of office machines and accessories 
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CONTOURAMATIC mark II] 


the all new photocopier with exclusive 


fPotadkl 
oo a a 


How much faster and easier the new CONTOURA- 
MATIC Mark III Photocopier with PRESSURE 
FLOW does all your paperwork! One simple control 
activates the processing mechanism; the machine 
is ready to operate at any time. No messy chem- 
icals to mix — disposable sealed plastic cartridge 
prolongs fluid life, changes in seconds. The CON- 
TOURAMATIC Mark III copies every mark on paper 

. makes photo-exact, permanent black & white 
copies up to 12” wide by any length of anything 
written, drawn, photographed or stamped — in 
any color! 


707 Coulter Place 
Old Saybrook, Conn. 


(] Please send FREE brochures. 
NAME 


J F.G. LUDWIG, Inc. 
a subsidiary of Anken Chemical & Film Corp. ee 








COMPANY 
- 


i coe 
Send for free literature today! Ic STATE 


For More Information Circle No. 359 é wai wa ee 














in chrome finish, embossed in deep relief 
and antiqued on gun-metal gray or mist 
green backgrounds. This practical and 


decorative metal wastebasket has a 26 qt. 
capacity; is 134%4” in diameter at the top, 
14%” high. For 12-page full-color cata- 
log showing complete line, Circle No. 153. 


MAGNIFYING VIEWER 


Fostoria Corp., Dept. 32, Fostoria, 
Ohio, has developed the Model DSV illu- 
minated 3-D magnifying viewer for close 
tasks or viewing. A 6” x 6” optically 
ground acrylic lens provides full three- 


dimensional perception. Two 4-watt fluo- 
rescent lamps highlight working area, and 
a soft diffused underlighting is provided 
by two recessed 8-watt fluorescents under 
the viewing table. Underlighting and over- 
head light may be positioned separately 
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by friction collar disc joints. Table can 
be adjusted to lie flat or slant. Magnifica- 
tion has good resolution and high visual 
acuity. Since eyestrain and posture fatigue 
are minimized, speed and accuracy are 
improved. The DSV viewer comes with- 
out lamps in silver-gray finish. For More 
Information Circle No. 174, 


PENCIL 


General Pencil Co., 69 Fleet St., Jersey 
City 6, N.J., announces that its Semi-Hex 
office pencil contains a new drawing lead 
formula. The 90% Ceylon graphite lead 
is 28% stronger than the old Semi-Hex 
lead. It writes smoother and breaks less 
often. Because of its smooth-writing quali- 
ties, the Semi-Hex with the special draw- 
ing lead formula increases working speed 
and comfort for secretaries, bookkeepers, 
accountants, auditors, etc., and helps ease 
writer’s cramp. The density and grade of 
this office pencil approximates the black 
B grade of a drawing pencil. For More 
Information Circle No. 140. 


DIAZO DEVELOPER 


Reproduction Engineering Corp., 613 
Plains Rd., Essex, Conn., makes a low- 
cost continuous action machine for de- 
veloping diazo papers and materials. The 
Blu-Ray Diazo Developer is a portable 


rotary dry machine for prints up to 42” 
wide by any length, at variable speeds 
from 4” to 72” per minute. It provides 
fast developing and does away with fill- 
ing ammonia cups. Designed for use 
with the Blu-Ray Whiteprinter for a syn- 
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People who make their living at tracking 
down facts and finding out things that you 
could find out yourself if you had the time— 
they’re the ones who told us about the 
$61.23. They added up and averaged many 
cases of executive time loss, clerk time loss, 
time loss on makeovers, and other real 
losses, costs and wastes. And they came up 
with a real average cost—a loss—of $61.23 
for each and every paper of record which 
is misfiled, even temporarily, in big or small 
business, yours and ours included. 

Papers that become permanently lost cost 
more. 

There is no sense, we have found from 
our long-time filing experience at Y&E, in 
trying to reduce the cost of misfiling to 
something less than $61.23. The only thing 
to do about the $61.23 is to get rid alto- 
gether of the circumstances which cause it. 
A Y&E aim which long ago led to the inven- 
tion of a filing system which mechanically 
prevents misfiling and record loss. 

This basic system is fifty years old. Has 
since had a half century of proof and per- 
fection added to it so that today anyone 
using it can find filed papers in less than 
10 seconds, somewhere near an unofficial 
world’s record we believe. 

This Y&E system itself is not for sale. 
We give it away to anyone who buys Y&E 


filing guides, folders, indexes and so forth. 
And the cost of these, we think, is no more 
than the guides, indexes, folders and so forth 
which your secretary may now be buying 
at the corner stationer’s. 

We have written a booklet which very 
simply explains the simplicity and working 
nature of this Y&E system, titled Y&E Di- 
rect Name Filing System. We will mail you 
one if you will send us this coupon between 
now and the next time a misfiled paper costs 
you another $61.23. 


leh sis et i esa ci i cain pa ah ie 5 
4 Send me the free booklet Y&E Direct 
Name Filing System, please. 


Title 
Company 
Street 


YAWMAN 
& ERBE 


A STERLING PRECISION CORP. 
1001 Jay.Street, Rochester 3, N. Y. 


—— 


For More Information Circle No. 435 
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LOOK HOW THIS NEW IDEA 
IN LETTER TRAYS STEPS UP 
OFFICE EFFICIENCY 

a 





The Bert M. Morris Co. 


TWO-WAY TRAY 


Greatest advance in letter trays in 20 years. Unique two-way 
design allows work to flow quickly and smoothly both ways, 
saving steps, increasing office efficiency. 

Complements all types of office decor. Takes both letter and 
legal size paper. Stacks to any height with no cornerposts to 
interfere. Made of Hi-Impact plastic to eliminate breakage. 
Has non-marring polyethylene feet. Gray, desert tan, mist 
green. Retails at only $2.00 per tray for quick turnover (price 
includes four plastic posts). 


Put efficiency at your fingertips with these other fine Bert M. Morris products. . . 


MORRIS MEMO MORRIS PHONE 
MORRISHARP— HOLDERS— REST— MORRISTAR BALL MORRIS TRAYS— 
Electric pencil With or without In telephone colors. PEN DESK SET— Letter and legal 
sharpener. ball point pen. Fits all phones. Space age styling. size. 


BERT M. Morris co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 


For More Information Circle No. 250 




















chronized printing and developing oper- 
ation, the developer also can be used with 
all other diazo whiteprinters and with 
larger moist process machines to avoid 
mixing wet chemicals. It will develop pa- 
pers, foils, sepias and sensitized cloth. 
Practically odorless, developer is charged 
by tipping a 16 oz. plastic bottle of am- 
monia down to drain. Venting is optional, 
but not usually necessary. When machine 
is not in use, detachable feed tray fits over 
opening at top to keep out dust. Other 
features include: light weight of 50 Ibs.; 
motor drives only one moving part; grav- 
ity feed; constructed of heavy extruded 
aluminum; modern cabinet design; one 
year guarantee. Three models available: 
largest has 42” capacity, is priced at 
$137.50. With the whiteprinter, it is 
available on monthly lease plan. For 
More Information Circle No. 124. 


FILMSTRIP VIEWER 


Dukane Corp., St. Charles, Ill., offers 
an improved, completely self-contained 
single frame 35mm filmstrip viewer for use 
without darkening room, setting up 
screen, aiming, focusing or rewinding film. 


The machine projects a clear picture on 
its own 7” x 9” built-in screen. Only 11 
Ibs. complete with screen, power cord and 
film storage space, the viewer closes up 
into an attache case, finished in saddle tan 
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vinyl with brass hinges and hasps. Setting 
up for use involves only flipping open the 
lid to bring screen into position, plugging 
in power cord and inserting filmstrip. Film 
life is increased by an automatic Redi- 
Wind. Snap-action advance permits fast 
viewing when desired. Unit can be used 
for individual screenings or presentations 
to small groups. DuKane model 576-48A 
is $74.50 complete. For More Informa- 
tion Circle No. 138. 


ACCOUNTING MACHINE 


Burroughs Corp., Detroit 32, Mich., 
introduces a low-cost accounting machine 
to handle any window posting job involv- 
ing a customer passbook and ledger. Des- 
ignated the Burroughs F760, the machine 
will sell for $3795. Banks, savings and 
loan associations, credit unions, depart- 
ment stores, hotels, municipal government 
agencies, public utilities and retail mer- 
chants who accept installment payments 


are expected to be major users of the ten- 
total machine. In addition to updating 
customer passbooks and ledger cards, the 
F760 simultaneously prepares a journal 
listing account numbers, balances and new 
entries in separate, vertical columns. It 
also validates customer tickets in the same 
printing operation and accumulates con- 
trol totals on daily activities. Punched 
paper tape attachment is optional. For 
More Information Circle No. 119. 





WALL PANELING 
National Products, Inc., 900 Baxter 


Ave., Louisville 4, Ky., makes Gruvwood 
wall panels in a choice of walnut, oak, ma- 
hogany, cherry, knotty pine, and other 





HY 











a 4 

veneers. The grooved wood paneling is 
described as attractive for office and bank 
interiors and it can be installed at moder- 
ate cost. For More Information Circle 
No. 164. 


























BLUEPRINTER 


Paragon-Revolute Div., Charles Bruning 
Co., Mt. Prospect, Ill., designed the Revo- 
lute M4 to incorporate reliability, de- 
pendability and economy in making wet 


process prints on continuous yardage 
stock, and the best features needed for high 
quality blueprinting. These include either 
a 24, 42 or 54” printing width, powerful 
100 or 150-watt quartz lamps, and speed 
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up to 45 ft. per minute on some models. 
Strong potash solution, which stains print, 
is not required. Paper is completely sub- 
merged in processing solution. Jet water 
sprays rinse prints after they pass through 
solution and before chemicals can set. For 
maximum rinsing efficiency, jets are ap- 
plied when the paper is in the vertical 
position. This results in whiter whites, 
bluer blues and virtually no stains or yel- 
lowing. During exposure, original and 
sensitized material are pressed securely 
against 12” diameter glass contact cylinder 
which revolves around light source. Prints 
ride instead of slide, with no slipped prints 
caused by relative movement between pa- 
per, glass or belts. This also increases 
print quality. Other features are com- 
pletely electric drying; easy threading and 
cleaning; low cylinder temperature; light 
intensity control; electronic drive. Con- 
struction is rugged and rigid — working 
parts supported by an aluminum casting 
framework which reduces floor load and 
won't rust. The M4 comes finished in 
gray hammertone. Largest model will fit 
in a floor area 81” x 119”, a smaller model 
in 53” x 119”. For More Information 
Circle No. 154. 


TEMPERATURE-HUMIDITY GAUGE 


Abbeon Supply Co., 179-15 Jamaica 
Ave., Jamaica 32, N. Y., offers the M2A4 


Abbeon Relative Humidity and Tempera- 
ture Indicator that provides accuracy in a 
rugged, durable, wide-range, wall-mounted 
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MACHINE LOADING 


Acme Visible Planning Panels make it 
easy to stay on top of your shop 


Timing is the essence of high produc- 
tion at low cost. And Acme Visible 
Panels make it easy for you graphically 
to plan, schedule and follow through 
every job. Machine loading. Personnel 
assignment. Shipping. Data cards in 
pockets keep essential facts at your 
fingertips. Visible margins portray your 
scheduling and work progress at a 
glance. Send for full facts. 


a VISIBLE 
% Acme Visible Records, Inc., 
§ 2201 West Allview Drive, Crozet, Va. 


fj Please send free booklet on produc- 
a tion planning and control panels. 





4 NAME. 
a 





a COMPANY. 


a ADDRESS. 





CITY. STATE 
1 oe OS Sad OR a 





he cr me 


For More Information Circle No. 413 
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instrument. It has 5” dial (6” overall) and 
solid brass casing. Relative humidity 
range 0% to 100%; temperature range 
—10° F to +190° F. Sold on money back 
guarantee, price is $24.95. For More In- 
formation Circle No. 120. 


LAMINATING MACHINE 


Harco Industries, Inc., 24 Curtice St., 
Rochester 5, N. Y., introduces an auto- 
matic laminating press which will lami- 
nate in plastic any type of document up 
to 11” x 14” or 1200 wallet size cards 
in an hour. It provides accurate control 
of time, temperature and pressure. Thermal 


adhering as well as polymerization ad- 
hesives can be used to manufacture such 
products as printed circuit boards and 
self-adhering nameplates. The Harco Press 
automatically feeds itself, picking up the 
sandwich and placing it in the laminating 
compartment. It offers lowered replace- 
ment costs and increased attractiveness of 
documents which it completely protects 
from stains, dirt and climatic conditions. 
For More Information Circle No. 110. 


OFFSET PAPER LOAD GUIDE 


Prolith Products, Inc., 271 Orange St., 
Mansfield, Ohio, offers the Easy-Load 
Paper Guide which fits all Multilith dupli- 
cators and allows operator to flip it open 
to insert more paper. He then snaps it 
back and retains the original setting. 
Operates with any stock from onionskin 
to card stock. Automatic safety trip pre- 
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vents accidental damage by swinging up- 
ward when contact is made with any part 
of feeder platform. Operator can load as 
much as an extra ream of paper at the 


start of a run; get longer runs between 
changes. Run-down sheets can be added 
while press is operating. The Easy-Load 
is made of alloy steel, nickelplated to 
match machine, costs $5.95. For More 


Information Circle No. 117. 


WASTE RECEPTACLE 


D. J. Alexander Corp., 2944 E. Ve- 
nango St., Philadelphia 34, Pa., introduces 
a waste recep- 
tacle that can 
be mounted on 
a wall, pole, 
desk or vending 
machine —any- 
where there’s 
litter. Called 
the Litterette, 
it is available 
in stainless steel 
or baked en- 
amel with per- 
orated bottom 
for outdoor 
use; solid for 
indoors. For 
More Informa- 
tion Circle No. 
173. 
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“You don’t throw the negative away?” 


“No—Copycat gives us 


up to 10 copies from 


each negative 





a 
I 


Copycat’s patented spray process gives you 
more copies... better copies of anything 
...and for as little as four cents each! 


.-<it’s the world’s fastest photocopy ma- 
chine—bar none! From start to finish, in- 
cluding all paper handling, Copycat’s 
deluxe new wall model gives you finished 
ready-to-use copies in 12 seconds. 

What’s more, because of its patented 
spray process, Copycat’s deluxe wall 
model will give you up to 10 crisp, clear 
copies of anything from one negative! 

No other photocopy machine can of- 
fer as many copies—a feature that alone 
will cut your copy cost to an average of 
four cents each—and repay the initial 
investment in no time. 

The key to Copycat’s speedy produc- 
tion of quality copies is its patented spray 


process. No open trays of developer are 
used--Copycat utilizes a tank, from which 
developer is pumped and sprayed and re- 
turned to the tank. 

This gives faster, more uniform distri- 
bution of developer and prevents spilling. 

Moreover, unlike other photocopiers, 
Copycat can be mounted on the wall, to 
save valuable desk space (or placed on 
the desk, if you wish). 

If you are Jess than enchanted with 
present-day copying methods, annoyed at 
rising costs, messy developers and fuzzy 
copies—look into Copycat. Write or ‘phone 
for a free demonstration in your own of- 
fice. Absolutely no obligation. 


National distributor of Gevaert photocopying materials 


Copycat corporation 


215 Fourth Ave., New York . Phone: ORegon 4-5582 


For More Information Circle No. 472 





AN ELECTRIC 
PENCIL SHARPENER? 


WHO 
NEEDS IT? 


tHE ELECTRO POINTER 


THE WORLD'S FINEST 


Automatic Electric Pencil Sharpener 


Who needs it? You do! Not counting the time you'll save at the office 
“congregating center,” for maybe you don’t count that time, the savings on 
pencils alone will pay for the Electro Pointer in jig time. It sharpens six 
pencils in the time you used to take for one. Lead is pointed, not cut away... 
gives you up to 50% more use out of each pencil. The perfect, nick-free, 
stronger point lasts longer between sharpenings. Who needs it? You do! 


Write for Information 


STILE-CRAFT 


For More Information Circle No. 423 


et acturtera 
~~ INCORPORATED 


1825 MACKLIND AVENUE e ST. LOUIS 10, MO. 





PHOTOCOPYING 


Eastman Kodak Co., Business Photo 
Methods Sales Div., Rochester 4, N. Y. 
offers a pamphlet-catalog of interest to 
those concerned with office copying equip- 
ment and applications. Titled “How Mod- 
ern Office Copying Adds Time Where It 
Counts,” this 16-page booklet contains case 
histories of Verifax Copier applications in 
a wide range of business, industry and 
service organizacions; descriptions of ma- 
chine operation and versatility, and de- 
scriptions of five models and their par- 
ticular capabilities, including the recently 
introduced Verifax Signet Copier Model 
B and the Verifax Bantam Copier Model 
B. For this booklet, Circle No. 198. 


LABOR COST CONTROL 


Manpower, Inc., 820 N. Plankinton 
Ave., Milwaukee 1, Wis. explains a tech- 
nique in cost controls designed to protect 


profit margins in a booklet prepared for 


top executives, “The Controlled Over- 
head Plan,” which describes the three main 
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areas of cost “erosion” which eat into 
profits: insufficient use of existing person- 
nel, overstaffing and inadequately utilized 
space. The booklet explains how the prob- 
lem can be solved by controlling and de- 
creasing major operating costs, increasing 
sales and creating new profit making op- 
portunities. First step in the plan is an 
analysis of all departments as to job costs 
and personnel requirements. Many firms 
use highly paid employees for menial tasks, 
overlooking the important purposes for 
which they were hired. Savings in space, 
equipment and personnel can be achieved 
by constant utilization of all personnel at 
the work for which they are paid, and by 
using temporary employees, and leased 
space and equipment for all peakload, sea- 
sonal and emergency problems. For the 
booklet, Circle No. 190. 


FIGURING JOB RATER 


Victor Adding Machine Co., Public Re- 
lations Dept. 230, 3900 N. Rockwell St., 
Chicago 18, IIl., offers a job evaluation sur- 
vey form to rate the suitability of a figur- 
ing machine in the specific job for which it 
is used. Two rating areas are practicality 
of the design and engineering of the ma- 
chine, and its operating ease and efficiency. 
Forms are available for evaluating adding 
machines or calculators. The evaluation 
is applicable to any brand of machine. 
As an additional service, a trained repre- 
sentative will assist those who request it 
in making complete surveys of machine 
suitabilities. For evaluation survey forms, 
Circle No. 200. 


DICTATION GUIDE 


DeJur-Amsco Corp., Business Equip- 
ment Div., Dept. TWT-P, 45-01 Northern 
Blvd., Long Island City 1, N. Y., offers 
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“How To Measure Time . . . With Tape”, 
a pamphlet to help dictating machine users 
get the most out of magnetic dictating ma- 
chines. Designed for the veteran dicta- 
tor, as well as converts to machine dic- 
tation, it describes how to prepare mate- 
rial for dictation, compose, dictate effec- 
tively, and overcome mike fright. A chapter 
deals with the transcriptionist and what 
she can do to make her job easier and 
more satisfying. For the pamphlet, Circle 
No. 187. 
COPYING 
MACHINES 
Haloid Xerox 
Inc., Dept. 222, 
Rochester 3, N. Y. 
offers a 16- page, 
two-color brochure 
of interest to users 
and prospects for 
photocopying ma- 
chines and photo- 
copy papers. It 
itlustrates and de- 
scribes Haloid’s 
complete six- 
point photocopy 
A NEW CONCEPT program from one 
source which in- 
JN cludes free service 
on any photocopy 
atomattou machine, regard- 
less of make; de- 
fines the charac- 
teristics and sizes 
of stock photocopy 
papers, gives 
manipulation _in- 
structions, and of- 
fers suggestions 
for correcting 





A versatile and 

flexible office conveyor 

fe eae for handling o common operating 

F sah optus . nterdepar tmental problems. A _ sec- 

Paper work movements. This unit mo tion is also allotted 
individual forms and documents 


to photocopy 
id ef orcted ee. chemicals. Listed 


y. is, system: are the types of 

4 te n : copies that are 

legally prohibited 

ERCURY INDUSTRIES, INC. NORTH by Congress. For 


365 BROADWAY © HILLSDALE, N. J 4-2636 ee a 








For More Information Circle No. 319 
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Polychrome’s ALKOTE Presensitized Alu- 
minum Plate offers top performance at 
low cost. 


The ALKOTE is dimensionally stable and 
clean running. Downtime on your press is 
reduced by the long run reliability of the 
ALKOTE photo offset plate. Both sides are 
guaranteed fully usable—thus cutting plate 
costs in half. 








ACT NOW (] Please send me my copy of the 


POLYCHROME Offset Catalog and a 
THESE ADVANTAGE 
“ Wf NCEE “*Sta-Clean’’ Pressman’s Apron. 


e Long run reliability 

e Perfect registration for multicolor We have a size offset duplicator. 
work 

e Low cost Name 

e Excellent for line, Bendays and 
halftones Firm 

e Distortion free dot image 

e Both sides guaranteed fully usable Address. 


City 


SJ POLYCHROME CORPORATION 


2 Ashburton Ave.; Yonkers, N.Y. 


For More Information Circle No. 444 
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WHY PAY HIGH WAGES 


to attach label holders when 
you stick ‘em on yourself. 


HOL-DEX gives you a perma- 
nent self-adhesive label holder that 


is guaranteed for the life of the fix- 
ture. 


Just pressure of the 
finger and its on. 


Special latex cloth adhesive with 
patented miniature vacuum cups 
assures permanency over the 
years. 


Seamless tube of heavy trans- 
parent plastic keeps labels con- 
stantly visible and dirt free. 


BOOST morale - enjoy good housekeeping in your stockroom and 
office by labeling with HOL-DEX. 


Standard 6-inch lengths in % - %'- %- I& 2° widths, Lengths up to 
36 inches available. Stock colors: Clear, Green, Blue, Red, Lemon 


Sample and literature available upon request. YOU’LL FIND MANY 
MONEY-SAVING WAYS TO USE HOL-DEX. 


CEL-U-DEX. CORPORATION New Windsor, Newburgh, New York 


For More Information Circle No. 227 
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HOW TO USE PENCILS 
Joseph Dixon Crucible Co., Jersey City 


Ze 


FATA 


3, N.J., offers something of interest to | 


every office: 
Looks at Pencils,” 


“A Cost Control Expert | | 
which tells how money | 


can be saved and work improved by in- 


A 
Cost 
Control 
Expert 
Looks at 
Pencils 


By PRS Face Remantheny FP rdmrtetal © magtiacrs 


telligent purchasing, distribution and use | 


of pencils and erasers for clerical work. 
Because a pencil’s cost seems so small, 


its use is seldom analyzed by systems | | 


experts. That’s why this literature should 
prove revealing. For a copy, Circle No. 
209. 


OFFSET BLANKET GUIDE 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., offers “A Reference 
Guide to Offset Blankets” to help users 
better understand them. The quality of 
the printed matter can be no better than 
the image which is transferred from the 
blanket to the paper. The booklet has 
sections on Using the Offset Blanket, Care 
of the Offset Blanket, Ink Transfer, 
Measuring Offset Blankets, Packing Offset 
Blankets and Special Uses for Offset 
Blankets. For this guide, Circle No. 194. 
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For special-character typing, 
simplest, fastest, best. 


WRITE FOR. CATALOG 


For More Information Circle No. 304 





AMERICAN SPEED SET 


| Gear Construction Numbering Machines 


Model 43 


Wheels engrav- 
ed with figures, 
letters, fractions, 
words, etc. 


Any Number 
Quickly 
Brought Into 
Printing 
Position 


WRITE FOR 
SPECIAL 


AMERICAN NUMBERING MACHINE CO. 
ATLANTIC AND SHEPHERD AVENUES 


BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON’ST., CHICAGO 2, ILL 


For More Information Circle No. 399 








GUARANTEED TO 


REDUCE YOUR 
STAPLING COSTS 


Q/ OR YouR Money Back! | 
507 


STAPLEX 
AUTOMATIC 
STAPLER 


tees. 


Why pay for hand-stapling office over- 
head needlessly? Try the amazing 
Staplex Automatic Stapler for 10 days 
—at our expense. We guarantee it will 
cut your present costs in half...or 
you don’t pay a cent! 

Over 100,000 users have proved 
Staplex’s economy. Machines staple 
automatically —as fast as you feed 
them. No training needed. No drudg- 
ery. Take advantage of this unique 
money-saving offer now. Write for 
details. 


The STAPLEX Company 


775 FIFTH AVENUE, BROOKLYN 32, N. Y. 


World's Largest Manufacturer of Electric Staplers 
For More Information Circle No. 332 
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CAMERA-DARKROOM 


Statmaster Corp., 3552 East 10th 
Court, Hialeah, Fla., offers an eight-page, 
two-color brochure describing its Filmo- 
Stat in words and pictures. The FilmoStat 
is a stat camera, film process camera, en- 


. Filmi 


—— 


: 


larger, contact printer and lucy incor- 
porated into a fully equipped, portable 


| darkroom that occupies 48” x 48” of floor- 


space. It is also offered without darkroom 
for installation through existing walls. Bro- 
chure describes its use in different busi- 
nesses. For a copy, Circle No. 182. 


OFFICE PROBLEMS 


Transcopy, Inc., 10 Paterson Ave., 
Newton, N.J., offers a 16-page illustrated 
booklet, “How to Solve Office Problems 
on the Spot,” which outlines techniques to 
cut dictation time, speed communication 


and simplify correspondence. It also cata- 
logs methods to solve other office prob- 
lems, speed sales follow-ups, simplify ad- 
vertising procedures, and reduce delay in 
promotion and merchandising. For book- 
let, Circle No. 219. 
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Roneo750, the world’s most advanced machine. Built for long runs at high speeds to 180 
copies per minute. Will produce printing press quality text and halftones. Has 3-way 
adjustment for precision registration. Automatic inking gives up to 26,000 copies per lb. 
of ink. First copies are usable. Absolutely clean color change in twenty five seconds. 
See your dealer or write: “addo-x inc,” 300 Park Ave, New York 22, New York, P15-5420 


B RONEO 750 =a 


For More Information Circle No. 448 
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Whatever line 7 are you ready to fill the 
of conventional NEW NEEDS 
“uplicating Hi Of today’s customers? 


products ; 
Revolutionary changes and improvements in typewriters and 
you now handle duplicating machines now call for the carbon and ribbon 
products that provide reliably good results with these new 
machines. 





To meet more fully all of today’s requirements Allied research 
has developed a whole new concept in specialized products. 


Take, for instance, 


(2 
ou 
among the 


world’s finest 
duplicating products: 


Flagship patented 
metallic back 
carbon paper 

Flagship carbon 
Paper ribbons 


Offset ribbons The new Flagship 90 Polyethylene carbon ribbon is more resili- 
Tabulating ribbons ent than other synthetic carbon ribbons. Result—impressions 
of unusual sharpness. 


Addressograph ribbons Flagship Teletype ribbons are now made in a special long-wear 
Diazo ribbons formula for Diazo and Thermo-Fax work. 


i ; Ask about the new Flagship XX Teletype extra long-wear 
) Hotel Register carbons record ribbon for the new Model 28 type Teletypewriters which 
Artist transfer carbons operate at speeds up to 100 words per minute. 
School packs Let the Allied Man* show you one or more of these newest de- 
velopments, which you can add to your current line, to fill the 
; needs of your most important customers today—and you'll begin 
Cerhon binders to get acquainted with the value of an Allied franchise. 


Spirit carbons *P.S. Or we'll be glad to send you details by mail. Just write to 
Stencils Dept. Ol. 


Be aS oe 
AAL. LIE D. carson ano riseon manuracturing CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 


For More Information Circle No. 325 
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DATA PUNCH 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, IIl., discusses 
a fast method for prompt job-cost analysis 
and payroll computations in a pamphlet, 
“Application 501.” Employing a Victor 
Data Punch for originating pertinent facts 
on punched paper tape as well as printed 
adding machine tape, the procedure con- 
cludes with concise reports through data 
processing at a local service center or 
through a firm’s 
own computer sys- 
tem. Other areas 
in which this 
method has found 
acceptance include 
forecasting, plan- 
ning, inventory, 
sales analysis and 
in general account- 
ing. For a copy, 
Circle No. 185. 


TRANSMITTER- 
RECEIVER 


Friden, Inc., San 
Leandro, Calif., 
offers a ten - page 
booklet describing 
Friden Dual Tele- 
data Tape Trans- 
mitter-Receiver de- 
signed to trans- 
mit a single con- 
tinuous tape at 
double the speed 
of a similar stand- 
ard Teledata 
model. Construc- 
tion of the ma- 
chine’s  console- 
type cabinet and 
all the equipment 
it contains for 
transmitting and 
receiving punched 
tape within is de- 
scribed clearly and 
concisely. Trans- 
mission channel re- 
quirements for op- 
eration in either 


loid tabs. 


half or full duplex systems are also ex- 
plained, as well as a description of the 
surprisingly few manual controls which 
simplify the duties for the operator of the 
equipment to a few basic procedures. The 
error-detecting double parity check system 
and the interlocking system, which auto- 
matically stops the transmitting equipment 
at the distant station whenever an error is 
detected at the receiving end, make up the 
final two sections of the booklet. For a 
copy, Circle No. 195. 


Functional Supplies 
for Efficient 
Tab Card Filing 


We manufacture a wide 
line of Tabulating Card 
Guides in plain, flat, 
double insertable cellu- 
loid, metal and flat 
angled insertable cellu- 


Card Guides available 
in Pressboard or Vulcan- 
ized Fibre stock. 


S: SEE ad 


DEALER 


WRITE FOR BROCHURE 
NO, TA-2 


SMEAD MANUFACTURING CO. 
HASTINGS, MINN 


For More Information Circle No. 320 
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Reproduction Services 


(Continued from page 119) 


and industry which may have had its 
origin in World War II. It is quite 
possible that after management had the 
opportunity to participate in, and ap- 
praise the validity of, the service-of- 
supply philosophy, it may have related 
these principles to its own needs as 
business expanded. Administrative prob- 
lems increased and became more com- 
plex, making existing practices un- 
wieldy. 

This precipitated an entirely new 
philosophy, the functional service unit, 
when concerns added the factor of 
responsibility for performance to that 
of centralized responsibility for many 
administrative functions. Last fall, 
American Management Assn. conducted 
a three-day conference to discuss the 
challenge and scope of this new con- 
cept which requires at its head a top 
executive with outstanding administra- 
tive and managerial skills. He must 
be capable of planning, organizing and 
establishing policy for the total admin- 
istrative function. This marks, “the 
emergence of general management as a 
profession as well as an art; and the 
recognition of the vast potential for 
improved efficiency and productivity 
through the development of integrated 
systems within the organization.” 

What does today’s management ex- 
pect from its reproduction services de- 
partment? In its briefest form, any 
definition would include the following 
three elements: 

1. Equipment for the organization’s 
known and predictable work needs. 

2. Operation at a high degree of 
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efficiency by utilizing modern methods. 

3. Supervision currently informed 
about equipment and developments 
which will be available in the future 
to improve the operation. 


Progressive managements, which have 
established such performance objectives, 
have assigned department status to the 
service. The manager is the consultant- 
to-staff on all reproduction service 
needs. Thus, the obligation to perform 
becomes an important element in the 
success of the functional services unit. 


The management technique of ap- 
praisal provided motivation and direc- 
tion for the healthy growth of these 
services. Two appraisal techniques are 
now used. One measures the climate 
for production efficiency, service and 
quality standards established for in- 
tended use of the material. The other 
is an appraisal of the extent and quality 
of the support given to the company’s 
many management and operational pro- 
grams. 

To meet the constantly increasing 
need for printed communications of all 
types, the reproduction services man- 
ager had to borrow from the manage- 
ment analyst and the industrial en- 
gineer to develop effective programs 
to schedule work, standardize opera- 
tions, accumulate meaningful statistics, 
and develop low unit costs of opera- 
tion. The manager had to concern 
himself with many important changes 
in technology. He had to become in- 
timately familiar with individual work- 
loads, and equally familiar with the 
working characteristics of the equip- 
ment available, and being planned, to 
handle the particular job. 

Within a few short years, reproduc- 
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The UNIQUE 


PAIGE MIRACLE BOX 


cuts record retention costs 
75% in equipment—300% in space! 


a 


The unique Paige 
Miracle Box has 
created a new sys- 
tem for efficient 
and economical 
record retention, 
utilizing full floor- 
to-ceiling space. 


UNIQUE—because it sets up INSTANTLY and 
AUTOMATICALLY—no taping or stapling required. 


UNIQUE—because it is the only corrugated container 
that is completely double-walled and double-cor- 
nered, providing amazing strength and durability. 


UNIQUE—because it is double-floored, providing a 
bottom that can’t “fall through.” 


UNIQUE—because it has a separate, telescopic cover. 


UNIQUE—because it is rugged, though light in 
weight. Easy to lift and move by its comfortable 
hand-holds; even when full, can easily be carried 
by a girl. 

Our brochure explains how the use of 

the unique PAIGE MIRACLE BOX has 


SETS UP AUTOMATICALLY developed a new system of retaining 


records . . . how leading companies 
4 SE BA y get maximum use of available space, 
highest efficiency in operations, greatest 


ience f I. We'll be glad 
FOR IMMEDIATE USE al ig 


THE PAIGE CO., 95 MADISON AVE., NEW YORK 16, N. Y. 


The PAIGE Send your new, illustrated Miracle Box brochure. 


: NAME 
Company COMPANY 


STREET 
Ciry . 


For More Information Circle No. 404 
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tion services have been consolidated 
and transformed into an effective func- 
tional service unit which provides all 
types of reproductions to the entire or- 
ganization. Through rapid management 
growth and refinements in technology, 
it has successfully kept pace with space- 
age business and industrial needs for 
administrative, technical and promo- 
tional printed material. Many new 
production refinements will be made 
available in the future—a significant 
number in 1961. A brief description of 
recent developments and the direction 
of new progress in some major areas 
will: give an idea of the magnitude 
of the growth presently in progress. 
The stencil duplicator, introduced al- 
most a century ago, is making a strong 
bid for recognition as a low-cost meth- 
od of producing quality reproduction, 





Acoustinets Guarantee to 


REDUCE KEYPUNCH NOISE 50% 


pius versatility in the preparation of 
stencils by electronic facsimile and 
photostencil techniques. 

High speed fluid duplicators continue 
to play an important role in the repro- 
duction of essential documents. A 
wide range of machines is available to 
meet individual needs, many machines 
with features for systems work requir- 
ing selective printing of certain portions 
of the master. Masters can be pre- 
printed for systems work rather inex- 
pensively and manufacturers are mak- 
ing significant strides in improving the 
handling characteristics of the masters. 

The small offset duplicator has, 
within the past ten years, become one 
of the most important units in the mod- 
ern reproduction shop. Improvements 
in equipment, supplies and working 
knowledge has provided a flexible and 


LOOK AHEAD 


Critically 
Analyze 
How 
Office 
Machine 
Noise 
Affects 
Employee 
Efficiency 


The function of this unique Acoustinet is to reduce Keypunch noise at its source. 


Guaranteed acoustical control and lighting are the Big Plus’ss . . 
are assured wih Gates Aocoustinets .. . and 


machine . . 


installation is a smap,. . 
. mo installation required. Four position viewing 


. the extra value you 
- unit nests on 
ield is easily raised. 


Purchase or leasing plans, arranged to your convenience. 


ACOUSTINET, INC. 


P.0. BOX 2381-061 


BUFFALO 23, NEW YORK 
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FA 


ne 


Easy to Clean 


“i 


Extra Thick 


MASO 
Established 1933 





The only mat that looks as beautiful as 
a desk top...and it's REVERSIBLE! 


Made of lustrous wood-grain plastic, this amazing mat is stain, 
burn and chip resistant. Extra heavy. Easy to clean. Blends with 
modern and traditional interiors. Four authentic wood-grains in 
newest decorator colors: Walnut, Desert Tan, Mist Green, Drift- 
wood Gray. Choice of sizes. Large executive model, 48" x 54”. 
REVERSIBLE; wood-grained plastic finish both sides. Extremely 
long wearing; low cost. Send for literature TODAY. 


SE EEEEEEEiSCEND COUPON TODA Y*®®®e2eeee0e2eee8 


Interstate Metal Products Co., Inc. 
MA S O (Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, Ill. 


Please send me FREE literature and more information 
about Executive plastic chair mats. 


COMPANY .... 


ADDRESS eae 6 ; 
(city) (state) 


For More Information Circle No. 402 





versatile means of economically pre- 
paring quality copies of all types of 
business Communications. 

Fifteen years ago there were only two 
manufacturers of this equipment and 
they offered about six models in all. To- 
day, there are nine manufacturers 
offering more than 30 types and sizes, 
each having some different feature or 
emphasis to handle a particular work- 
load in a superior manner. Much of 
this equipment is now available with 
automatic and semiautomatic features 
particularly suited for systems work. 

Several manufacturers have de- 
veloped special equipment for imprint- 
ing checks with magnetic ink. The 
rapidly increasing adoption of MICR 
indicates that this equipment will be in 
great demand in 1961. It is reasonable 
to assume that, as experience is gained 


in this area, other cierical workloads 
will be restudied for possible applica- 
tion of the magnetic ink sorting tech- 
nique. 

Electrostatic printing has been eval- 
uated as the most important graphic 
arts development of the century. With- 
in ten years since it was introduced to 
make copies of documents and prepare 
offset masters, it provided the means to 
print-out computer data at fantastic 
speeds. Electrostatic printing equip- 
ment is available in a number of models 
and sizes, each suited to various work- 
loads. The following descriptions will 
give an idea of the variety and range of 
some of this equipment. 

The Xerox 914 Copier at the touch 
of a button will turn out multiple copies 
of original documents up to 9”x14”. 
Offset masters can also be prepared on 


It’s New, It’s Better, It's 


ACCOUNTING EQUIPMENT 


NARDON MANUFACTURING COMPANY. INC. 
2125 W. MISSION ROAD 
CALIFORNIA 


ALHAMBRA 


A--NARCO Accounting Boards - 

Movable Rail 

B—NARCO Posting Trays 

C—NARCO Portable Posting 
Stands 

D—NARCO Accounting Boards - 
Fixed Rail 

E—NARCO-MATIC Posting Units 

F-NARCO Summary Boards 


Engineered for Efficiency 


NARCO’S years of experience in 
the design and manufacture of 
first line office equipment as- 
sures you of units engineered 
for efficiency and ease of opera- 
tion, manufactured for long, 
trouble-free life. For details, ask 
for literature on specific equip- 
ment. 


DISTRIBUTORS: 
Some territories 


still open 


For More Information Circle No. 306 
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ANYTHING 


Mail, packages, cartons: Yes, any- 
thing you now tie by hand can be 
tied neater, tighter and faster on a 
versatile Bunn Package Tying Ma- 
chine. 

Simple, safe, easy to use: all you 
do is position the object to be tied 
. .. then step on a trip. Automati- 
cally, you get a complete wrap and 
tie—neat and secure—in 2 seconds 
or less! Faster than hand tying? 
About 10 times. 


And remember—size or shape of 
the object to be tied makes no differ- 
ence. The Bunn Package Tying Ma- 
chine is completely self-adjusting. 

Why not learn now how Bunn 
automatic twine-tying can increase 
o— and reduce costs in your 
office. 


Write for free descriptive 
literature now! 


PACKAGE 
TYING 
MACHINES 
Since 1907 


B. H. BUNN CO., 7605 Vincennes Ave., Dept. OF-11, Chicago 20, Ill. 
Export Department: 10406 South Western Ave., Chicago 43, Ill. 


For More Information Circle No. 247 
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WORLOS MOST MODERN 
DESK STAPLER! 








THE ALL-NEW 
) [2] BEEF EP) 


DELUXE standard STAPLER 
SAFE-FOOLPROOF-EASY-T0-OPERATE 


This handsome, durably built, all-steel 
stapler brings you advanced features 
that make most other stapling ma- 
chines old-fashioned — 
@ “Full Time” staple control 
@ Multiple stitch 
@ Wide base for balanced stapling 
@ Extra-large loading capacity 
PLUS ... other outstanding features 
Comes in Office Decor Colors 
Beige, Green and Gray $5.95 

— or All-Chrome $6.95. 


At Your Favorite Stationer — 
or Write for FREE Literature. 


RRROW FRETENER COMPANY, /NC. 

















COAT & HAT RACK 


rror-like Chrome 
1” tubular steel 


ve 36" Double 


Shelf $16.45 
Single-Double-Triple Shelves. 
ch on 16” stud centers. 
Wall & Floor Models 2° to 6' 
Immediate a ons A 
| cago Ave. 
| BEVOO Prociaten Mp. Co. Cranston, tt 
For More Information Circle No. 364 
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this electrostatic process machine. 

Copyfio machines printing on 11” or 
24” roll stock provide a method to di- 
rectly reproduce from opaque originals 
or from 16mm or 35mm microfilm at 
20 linear feet a minute. 


The Copytron 1000 makes enlarge- 
ments of engineering drawings from 
microfilm originals. 


The Electricon direct image camera 
features automated reproduction from 
opaque original copy directly to a spe- 
cial paper or plastic offset plate using 
the electrostatic method. 


The high speed Videograph can 
translate computer language and print 
up to 20,000 characters per second; or 
display the information on a television 
screen at the same speed. It can also 
Operate as a high speed facsimile 
scammer. 


The Kecofax projector-printer makes 
electrostatic prints of drawings up to 
34”x48” from 35mm, 70mm and 105- 
mm microfilm. 


Offset Platemaking equipment has 


| been the subject of significant develop- 
| ments during the recent year. In an 
| effort to go directly from opaque copy 
| to an offset plate, to meet the need for 
| fast copies, manufacturers offer several 


solutions, in addition to xerography 
which uses the electrostatic method. 
The Ekxtalith, Gaevert and Photoplax 


| systems are used in conjunction with 
| certain camera equipment. Other 
| manufacturers offer platemaking sys- 


tems employing photocopying equip- 
ment. Masters also can be made by 
facsimile machine; and the Masterfax 
machine will make an offset master 
from an image on Masterfax paper. 


Sequential card cameras are offered 
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LAGOMARSINO-FAI 


Viale Umbria 36 Milano (Italy) 
TOTALIA AND NUMERIA 
The most complete line of 
printing calculators and 
adding ‘machines available 
to dealers 


coast-to-coast sales and service 


spare parts available from. the Ames Supply Company 


Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, Import Office Machine Co.,7444N. DALLAS, Wholesale Office Machines Co., 2000 
Harlem Ave. North Lamar St. 

SAN FRANCISCO, Northwest Lagomarsino, 639? LOUISVILLE, KY., Import Business Machines 
Howard St. Co., 1503 Bardstown Road. 

LOS ANGELES, Wholesale Business Machines, PUERTO RICO distributor: SAN JUAN, Real 
7515 Beverly Bivd. Hermanos Inc., Calle Tanca 250 

HOUSTON, Adding Machines Distributing Co.. CANADA distributor: TORONTO, Nauta Bros., 
2201 Caroline St. 3615 Danforth Ave. 


For More Information Circle No. 473 
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MAILERS | 


STAMP 
AFFIXER 


Affixes actual stamps 
instead of printed tape 
—for more personal- 
looking mail. A small, 
compact stamp affixer 
that can stamp thous- 
ands of envelopes a 

day. Easy to operate— 
no wires—no electricity. 
Can be stored in office 
desk or file. Loads rolls 
of 500 stamps at a time 
_. + in any denomina- 
tion. Get one for regular 
mail—get one for air 
mail—get one for pre- 
cancelled mail—get one 
for every department. 
Use, also, to affix stamp- 
size advertising labels 
or stickers. Only $44.00 
plus F.E.T. 


Dealer Inquiries 


—- Invited 
MAILERS Equipment 


co. INC. 
38C West I5th Street, New York II, N. Y. 





For More Information Circle No. 317 


| speeds to reduce unit costs. 


| preparation of lists, 


by three manufacturers to expedite 
directories and 
tabular master by special camera equip- 


| ment which prepares a negative for off- 


set reproduction from original data 
typed on tabulating cards. 

Cameras for offset and industrial re- 
production work are undergoing a tre- 


| mendous growth, paralleling the in- 
_ creased use of offset duplicators. Now, 


17 manufacturers offer more than 60 
units for selection. Many types and 
models are being introduced including 


| large, graphic arts darkroom cameras, 


horizontal gallery type, vertical, and 


| special purpose cameras. Many tech- 
| nical improvements have been added 
| and controls have been redesigned for 
| simplicity of operation. 


A new desig- 


nation, “office-camera,” is appearing 


' more frequently in equipment descrip- 


tions. 

Diazo whiteprint machines have been 
improved to provide faster reproduction 
This faster 
equipment plus the many special small- 


| er units offer important opportunities 
| for systems applications and copying 


ORGANIZE, ‘SELL’ 
OPERATE and MAINTAIN A 


FORMS CONTROL. 
PROGRAM 


RAY MARIEN, Forms & Procedures Mgr., 
Olin Mathieson Chemical Corp., New York, 


A 24-page illustrated reprint from Tur Orrice. 
50c per copy 
35c¢ a copy in lots of 12 or more 


OFFICE PUBLICATIONS, INC. 
232 Madison Ave., New York 16, N. Y. 


needs in the office. 

Polyester-based film, introduced 
within the last five years, has provided 
a new quality of dimensional stability 


| for original engineering drawings, plus 


benefits of indestructability for storage, 
and maintainance of original transluc- 
ency for fast reproduction at all times. 
Applying various sensitized coatings to 


| this film promises many handling and 


production benefits, while providing a 
versatile intermediate for systems appli- 
cations to engineering drawing pro- 
grams. 

Microfilm equipment will revolution- 
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\ 

\ 
YOU'VE \* 
GOT TO 

HAND IT TO 

THIS MACHINE 
FOR COPYING 
VERSATILITY! 








(BRUNING) — 
Copyhex.. 





With Bruning Copyfiex copying, you reproduce, from one 
original translucent form, all the different documents or 
copies necessary to complete a business operation — 
order-invoice, purchasing-receiving, production control, 
accounting, etc. Copyflex flexibility lets you add, block 
out, or change information on the original form, make 
copies of the revised form or any part of it as necessary. 
Copyfiex originals can be used individually or incorpo- 
rated in snap-out or continuous forms. Best of all for busi- 
ness systems or general copying, Copyflex copies cost 
only 1¢ each for materials for letter size. To suit your 
needs and budgets exactly, Bruning offers the widest 
range of copying machines and materials available today. 





Principal U. S. Cities 
in Canada: 103 Church St., Toronto 1, Ont. 


Please send me information onCopyfiex for business 
systems and general copying. 














For More Information Circle No. 406 
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@)nelie) an tial 
Aluminum COAT and HAT RACKS 


STYLED to harmonize with fine appointments, 
these smart wardrobe units are qua «A built of 
closed-end aluminum tubes rigidly held in cast 
aluminum brackets. Permanently beautiful in 
“clear or gold’ anodized finishes. Mount at any 
height, on any wall—singly, end-to-end or in tiers, 
to give any desired capacity. Brackets adjustable 
to exact centers. Come in lengths 

by the even foot up to and 

including 8 feet. 


SHELF No. 21 
has full length Hanger Rail 
extending 115¢” from wall. 


SHELF No. 31 

has staggered, die cast, 
anchor-style coat hooks in- 
stead of Coat hanger rail. 


SHELF No. 11 
general utility shelf or for 
extra hat shelf above type 


NEW SHELF No. 51 
Compact space saving design with four Y-18 
hangers which mount in special Y receptacles 
parafiel to wall 


Write for Bulletin DL-\0 


VOGEL-PETERSON CO. 


Rt. 83 and Madison St. ¢ Elmhurst, Illinois 
For More Information Circle No. 302 
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ize many of today’s procedures and 
practices. We have crossed the thresh- 
old into an entirely new area in micro- 
film: interpretation. Recordak’s Da- 
com equipment translates into under- 
standable language, and stores the in- 
formation contained in 35 2400-ft. 
reels of magnetic tape (84,000 ft.) on 
1000 ft. of microfilm. It matches the 
computer’s speed and can operate di- 
rectly from it. It takes “bits” of in- 
formation from magnetic tape (or from 
the computer) and translates them into 
letters and figures instantly. As many 
as 66 lines of 130 characters can ap- 
pear on a page and be photographed 
on microfilm in less than a half-second. 

This year will probably record sig- 
nificant advances in the use of micro- 
film in connection with systems han- 
dling of engineering drawing programs, 
wherein the microfilm will be the actual 
control document. This year will also 


report progress in the use of microfilm 
for technical reference material for en- 
gineers, designers, architects and drafts- 
men. 


Composition equipment. Manufac- 
turers of manual and electric typewrit- 
ers have recognized the importance of 
original copy preparation for offset 
duplication, and have increased the va- 
riety of styles and sizes of type to meet 
different needs. Significant progress 
has been made in the area of justified 
composition, and now the user has sev- 
eral units to select from. Here also, a 
large number of type faces and styles 
are being made available. 

Aids for the preparation of charts 
and graphs have been introduced to 
meet the increased need for illustrating 
information and data which has ac- 
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This sheet 
won't pull 
idebwelerogel 
at holes 


Aico ‘‘Rip-Proof’’ Sheets are reinforced with 
Mylar, Dupont’s new polyester film. So strong that 
sheets won’t pull through at ring binder holes. So 
thin that sheets stack evenly without edge build-up 
to permit trouble-free automatic feeding on all 
duplicating machines. In bond, mimeo and dupli- 
cator finishes. Also in a wide selection of colors. 

At your stationers. 


G. J. AIGNER 


COMPANY 
426 S. Clinton Street « Chicago 7, Ill. 


Index Tabbing—Six- 
inch strips or indi- 
vidual shield tabs. 


ft 


’ 


indexes—A complete 
selection of tab styles 
and colors. Mylar -re- 
inforced! 


World’s leading manufacturer of indexing products 


For More Information Circle No. 460 


Tue Orrice—January, 1961 


285 











MIDWEST 


SEMINAR 


and 
CHICAGO 


BUSINESS 
SHOW 














FEB. 27th 


THRU 


MAR. 2nd 


CONRAD HILTON HOTEL 


CHICAGO 











Seminar [] 


[] OFFICE MANAGEMENT 

j PERSONNEL 

[] CONTROLLER 

L] OFFICE SERVICES 

(] INDUSTRIAL RELATIONS 

L] MACHINE ACCOUNTING 

[] PURCHASING 

@ GIGANTIC OFFICE 
EQUIPMENT EXHIBIT 


Clip and mail to OMAC, Dept. TO-2-61 
Office Management Assn. of Chicago 
105 West Madison St., Chicago 2, Ill. 


Please send me details of the Chicago 
Seminar and Business Show. 


Name 
Address 
_* SSIES 


Company 


For More Information Circle No. 307 
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companied the use of offset duplicators. 
Prepared adhesive backed materials re- 


_ duce production time and improve ac- 
| curacy and quality. Special materials 





| are available for color separation work 


which provide the operator maximum 
visual control. The use of pre- 
screened negative material in almost any 
camera enables the user to use half- 
tones to illustrate charts and graphs in 
a relatively inexpensive manner. 

Accessory equipment for the repro- 
duction services unit also present re- 
markable technological advances: bind- 
ing machines, collators, corner-cutters, 
folders, laminators, padding machines; 
paper cutters, drills, joggers, and a va- 
riety of hand and electric stapling ma- 
chines. 

Electronic and electromechanical col- 
lating equipment with automated fea- 
tures handle the increasing production 
of printed material. Stapling units are 
available for some and others feature 
booklet making attachments. Contin- 
uing developments forecast greater effi- 
ciency, automation and versatility. 

Binding and laminating equipment 
make it possible for even the smallest in- 
stallations to have a bindery operation. 
With the increase in the sale of offset 
duplicators that print an 11” x17” sheet, 
there has been an increase in the need 
for folding equipment which would 
handle this size. 


The photocopying equipment field 


| has been one of the most active in re- 


cent years, and promises to continue 
at an accelerated pace for some years 
to come. Various types of equipment 


| are available using thermic and chem- 
| ical processes (electrostatic process was 


discussed above). Some manufactur- 
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“THE HEAVY WHITE PAPER 
FOR USE ON THERMO-FAX 


CaLocorp BOND -—the new letterhead-weight white paper—gives 
excellent prints. More: it needs no backing-up (for reinforcing) ; 
won’t crack, shred or flake (even when folded or crushed ) ; with- 
stands repeated handling (for years); can’t be tampered with 
(image won’t scratch off); is non-glare, non-transparent (easy 
on eyes and nerves). Many other advantages—yet as much as 
30% lower in cost. For free samples write: Calor Copy Corp., 
387 Park Avenue South, CALOR COPY 
New York 16, New York. CORPORATION 
For More Information Circle No, 358 


LOOK TO 


OFFICE AIDS 


for the finest...first! 


HANDI-PEN DESK SETS.’ Sleek, 
slim, sturdy! Famous ‘Capillary 
Action’’ holds ink at proper 
level — assures constant supply. 
Colors available. / 


ideal Sanitory Moisteners. 
Designed for convenience, 
efficiency. 


No-Over-Flo 
Has surplus water compart- 
ment. Convenient, cleaner. 


Sr 
hs 


Flexible Stee! 
Kleradesk — 
Model 6V 


Horizontal 
Desk Tray. 


aoe BS 
See 


Cato-Rock 
for Catalogs 
end Books 


Adopto-Rock 
Sectional 
Organizer 


a, ~ ~~ =. 
File-A-Sist 
Speeds 
Filing 


Write today for full information and prices. | 


[2-1 Sengbuseh Building 
Milwaukee, Wisconsin 
For More Information Circle No. 310 
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| and operators. 
| functions that are foreign to him as 
_ well as another who is experienced. The 
_ director must possess maturity and in- 
| telligence. He must be able to conduct 
| himself equally well with the highest 


| and good judgment. 





| to plan and adhere to a schedule. 
| activities are to be completed by a pre- 
| determined date, usually delivery of 
| the equipment. 


ers offer offset platemaking features. 
Many suppliers are adding special 
coated papers and transfer materials to 
meet the increasing needs in this field. 


The Automation Team 


(Continued from page 204) 


| properly direct the team, check prog- 
| ress and advise, he must know the 


work of systems analysts, programers 
No one can direct 


and lowest echelons of the organiza- 
tion. 

He must have an analytical mind 
Good logic must 
be employed to detect fallacies in 
reasoning. Consequences must be fore- 
seen and evaluated when choosing the 
less nocuous side of a dilemma. The 


| director must be able to detect which 


problems require a top-level decision 
and which can be resolved without 
needless demands on executive time. 


= | Good common sense is necessary. 


Managerial ability is another re- 
quirement. The director must be able 
All 


He must motivate the 
team to its best performance, cultivat- 
ing a company loyalty and pride of ac- 
complishment. 

He must couple an agreeable per- 
sonality with salesmanship, not a back- 
slapping extrovert, but well able to get 
along with almost everyone. General 
acceptance by the line departments 
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must be achieved because there are new 
ideas to sell. This requires a certain 
persuasiveness. The ramrod went out 
with the cannon. 

The man who is strong in all of the 
above qualities is rare. A candidate 
will be strong on certain points and 
weak on others, but to be totally lack- 
ing in any one respect will present an 
obstacle to successful automation. 

Where does one find the individual 
to direct the project? He may be with- 
in the organization. If so, his qualities 
will be known and the appointment can 
be made with some degree of confi- 
dence. If he must be sought outside, 
his capabilities can only be ascertained 
by intensive interviews, testing and 
whatever information can be solicited 
from former employers and _ other 
sources. Although there is some risk, 


hiring from outside is more common 
because it is unlikely that a man with 
the necessary experience is within, un- 
less some phase of automation already 
exists. 

Once chosen, the director plays an 
important part in selection of the in- 
vestigation and installation team, the 
systems analysts, programers and op- 
erators. Usually the ultimate group is 
comprised of company-wise line people 
who can be released, and outside spe- 
cialists with automation experience. The 
ratio depends on the material within 
the company and its availability. The 
size of the group is contingent upon 
the type of installation and its time 
table. 

The entire team is not formed at the 
outset. It begins with a small nucleus, 
typically systems people for the initial 





New roserts 


universal electric 
NUMBERING MACHINE 


We call this new Roberts E-21-U 
numbering machine a “universal elec- 
tric’ because its numbering head is 
entirely flexible — it can be turned 
sideways and adjusted to permit 
numbering at any point on a page, 


card, tag, label or strip of material. 


It will record clearly through as many 


as 10 carbons. It automatically prints 
numbers 


in sequence from 1 to 
999,999 with instant choice of con- 


secutive duplicate or repeat operation. 
The universal printing head gives 
complete freedom in numbering 
towards the front, back, left, right 
or any point on a sheet up to 12 
inches wide, and of any _ length. 
Adjustable guides for accurate posi- 
tioning. Just plug in—no installation. 
Also available for foot operation in 
model E-21-UF. Write for more 
information to Roberts Numbering 
Machine Division, 700 Jamaica Ave., 
Brooklyn 8, N. Y. 


HELLER ROBERTS 


Manufacturing Corporation 


For More Information Circle No. 262 
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Office 
Equipment 
Manufacturers & 


Exporters: 


Increase 
Your 


Business 
With 
Latin 
America 


{c 
© icina 


REVISTA DE EQUIPOS PARA OFICINAS 
Circulation—Over 11,000 











| ‘mapend the entire Latin American con- 

tinent will absorb a very impressive 
volume of your products. There are 19 
countries in Latin America where all the 
office equipment and stationery importers, 
distributors, dealers and larger users receive 
La OFicina. They keep it, refer to it as 
a guide and reference all year long. 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your product in the 
1961 La OFicina. Its advertising rates are 
low—its coverage is complete (circulation 
over 11,000). Your advertising in LA OFICINA 
is basic to establishing and building a profit- 
able Latin American trade. 


OFFICE PUBLICATIONS INC. 


232 Madison Ave., New York 16, New York 
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investigation. Some of them may go 
into programing, with other program- 
ers added. They may remain as such, 
or they may go into operation. The 
team should have a degree of flexibility 
to meet changing demands as the pro- 
gram progresses. 

The director must insure that mem- 
bers develop and maintain the proper 


attitude. The self-styled expert cre- | 


ates insurmountable barriers between 
the staff and line organization. When 
a computer appears on the horizon, re- 
sentment born of fear grows within the 
line groups. Although management as- 
surances are helpful, nothing can do 
more to combat normal resentment 
than a team operating in the proper 
spirit. 

The director must be ever watchful 
te guard against development of un- 
healthy attitudes that can undermine 
the progress of the project. The ef- 
fective man will be humble, acknowl- 
edging the need for help from line de- 
partments. He can suggest improve- 
ments in such a way that a line super- 
visor will feel it’s his own idea. He 
stimulates participation and never mag- 
nifies present poor practices. He is 
quick to give credit and slow to assume 
it. He characterizes automation as a 
work saver, eliminating much routine 
drudgery. 


The ingenuity of countless people | 
went into the development of the | 
equipment available today.. The same | 
sort of ingenuity is necessary to suc- | 
cessfully adapt the equipment to any | 
business application. Whether the | 
project becomes a complete success or | 


only a partial success depends upon the 
people behind it. 
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PEC AV Nile 


POSTING EQUIPMENT 
FOR MODERN 
OFFICE. PROCEDURES 


DUO-MATIC POSTING TRAYS PORTA-MATIC POSTING 
AND STANDS TRAYS AND STANDS 


TILT-O-MATIC TRAYS ||: V-MATIC TRAYS 
(For register forms) s (Small capacity containers) 


HANDI-MATIC TRAYS 

(For writing board and 2 

machine accounting—records © SRPAOS ATIC 
requiring small capacity 4 d for in 

containers) where space is at a premium) 


(Desi 





— 


TILT-O-RACK PRESTO. TRAY 
Desk organizer Posting tray for ledger sheets 
of varying widths 


WRITE—For Information On 
The Complete P.E.C. Line 


MEAD-LEE Associates 
SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT 
Cysordlion 


1721 Elmwood Ave., Buffalo 7, N. Y. 
For More Information Circle No. 253 
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© FAST 
© EFFICIENT 


© ECONOMICAL 
© SAFE 


FOR 


NEGATIVES ¢ OFFSET PLATES 
STENCILS © SKETCHES © ARTWORK 
MASTERS ¢ X-RAYS 


ATLAS 
VERTICAL FILING SYSTEMS 


The Atlas DeLuxe Model 
NOW 


Available in Four Widths 


A DeLuxe—Files 600 
items to 102” wide x 22” 


B DeLuxe—Files 600 
items to 13” wide x 22” 


E DeLuxe—Files 600 
items to 17” wide x 22” 


C DeLuxe—Files 600 
items to 21” wide x 22” 
(C DeLuxe Illustrated) 


All DeLuxe Models are 
equipped with casters. 


Atlas manufactures a 
complete line of 11%”, 
14”, 18” and 22” hangers 
for the Delaxe Models 
and for larger and small- 
er cabinets which are also 
available Hangers are 
manufactured in_ styles 
and sizes for all types of 
plates, negatives, stencils, 
artwork, swatches, etc. 
Illustrated is one of the 
four sizes of the Atlas 
Nega-Plate hanger. 


Write for complete 
literature 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 








| equipment. 








For More information Circle No. 276 
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Trade Associations 


(Continued from page 198) 


conditions in the particular industry. 

In the field of research, more than 
$3 billion is spent annually by indus- 
tries in our country. A large part of 
this is expended by trade associations 
in cooperative efforts to produce a bet- 
ter product or better service for its 
members. Examples of where products 
have been made better and more ac- 
ceptable to the buying public would be 
endless, but research projects are con- 
tinuing to create a better product 
through cooperation. 

The trade association may seem to be 
a self-centered group in that they help 
their members. It is true that this is 
their basic aim, but this creates a better 
industry and a better product or service 
for the ultimate consumer. It is more 
than just a rubbing-off process. It is a 
sincere desire by a group of associated 
people to give the public a better 
product. 

Let me illustrate. You, as a consumer 
of business forms of some type and 
kind, will be using a better form which 
is realistically priced to you because our 
association has done the following: 

1. Made available to its members 
printing production standards. This en- 
ables them to tell, by a simple compara- 
tive study, if they are getting adequate 
production from their manufacturing 
Production standards re- 
duce costs through more efficient oper- 


| ation of available equipment and ma- 
| chinery. 


2. Made available a more stable 
paper on which to produce forms 
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through a research program for testing 
caliper, finish, bulk, moisture content 
and stability. These new paper stand- 
ards set by the Rotary Business Forms 
Assn. have helped create the necessary 
forms for new high speed data proc- 
essing equipment. 

3. Compiled a statistical ratio study 
giving a complete comparative financial 
breakdown on operations of forms man- 


ufacturers. This enables a manufacturer 
to quickly pinpoint areas of weakness 
in which changes need to be made to 
bring his plant up to or above the na- 
tional standards. 

It is significant that only in our coun- 
try do competitors join together in an 
effort to improve a product for the con- 
sumer. By so doing, they make our 
country a better place in which to live. 


NOW READY FOR MANAGEMENT 


“There are twice as many office 
workers today as in 1940;+100,000 
more than a year ago.” 


—National Machine Accountants 
Association, January 1960 


32 PAGES OF 
ANSWERS 


to High Clerical Costs 


Here is the story of the new 
Wassell Work Organizer princi- 
ple of filing — full of ideas and 
examples of how major firms 
are using Wassell filing systems 
to save time and dollars. 


“In manufacturing industries, the 
rate of growth of non-production 
workers since 1947 has been about 
15 times that of production workers.” 


—Office Equipment Manufacturers 
Institute, September 1959 


WASSELL 


DEPT. O-1 


NAME 


* WESTPORT, CONN. * CAPITAL 7-4111 * EST. 1935 
Please send me “Work Organizers for the Sixties’ 


ORGANIZATION, INC. 





COMPANY 





ADDRESS 





CITY. 


ZONE STATE 





Exclusive Wassell franchises are available. Please write for an interview. 


For More Information Circle No. 270 
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Make Your 
DUPLICATOR OPERATION 


COMPLETE 
at 





with a 


Challenge’® 
PAPER DRILL 


To speed production and eliminate 
“outside expense” on loose-leaf 


forms . . . do your own drilling, 
slotting and cornering—all on one 
machine! Much faster than punching. 
Drills 2 inches of stock in seconds! 


Challenge offers a full line of drill- 
ing machines and attachments for 
every need. Foot power model 
(shown above) leaves both hands 
free for handling stock. Table model 
also available. For more complete 
information, see your 

local Challenge 

equipment dealer or 

write today. 


The Challenge Machinery Co. 
GRAND HAVEN, MICHIGAN 
World’s Largest Manufacturer of 

Paper Drilling Machines. 
For More Information Circle No, 308 
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Seek Standardization 


(Continued from page 161) 


technological industries. This difficulty 
results directly from the youth and rate 
of growth of the industry: there is no 
firmly established hard core of practice 
and experience from which standards 
may come. Standards must be derived 
concurrently with the development of 
techniques and the determination, by 
practical experience, of what the user 
desires. 

It has seldom, if ever, occurred be- 
fore that an art so new has required 
standardization of the most basic sort 
at such an early point in its existence. 
Requirements have arisen primarily due 


| to user pressure for compatibility and 


the consequent engineering problem of 
satisfying such specifications without 
compromising the competitive positions 


| of the companies involved. 


With standardization, the data proc- 
essing industry will have a base from 
which to develop the wide range of 
equipment needed to meet current re- 


| quirements of users, and will make pos- 
| sible the future development of equip- 
| ment applicable to manual procedures 


heretofore considered unsuitable for 
mechanization. Technical progress will 
be accelerated. Life Office Management 
Assn., whose member companies use a 
considerable amount of data processing 
equipment, is vitally interested in this 
standardization program. We have 
established liaison with the OEMI data 
processing group and will be happy to 
cooperate with them in any way we can. 

The Life Office Automation Com- 
mittee’s subcommittee on optical scan- 
ning has forwarded copies of its recent 
report on optical character recognition 
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to the X3-1 subcommittee of American | 


Standards Assn. on the recognition of 
humanly-legible characters. This re- 
port called on LOMA member com- 
panies to design premium billing docu- 
ments which can be processed by a 
standardized optical scanner. 


these specifications: 


1. Ability to read a minimum of | 


3%” of numeric data per line with 
sufficient tolerance for recognition of 
manual code marks and proper reading 
of data with some variants in spacing 
and alignment of characters. 


2. Ability to read a maximum of two 
lines—preferably in one pass. 
simplicity, there should be a restricted 
reading area on forms, either top or 
bottom, with no data within 4” of any 
edge. 

3. Output to be punched cards, se- 
lected from the document read, pri- 
marily because the majority of insur- 
ance systems, now and in the foresee- 
able future, are geared to punched 
cards. 

4. Typefont to be spaced ten char- 
acters to the inch, of a size and style 
that is nonoffensive to the human eye. 
One standard, compatible in size and 


style, and readable with a consistently | 
Some form of check- | 


low reject rate. 
ing should be inherent in the style itself. 
The flexibility and equipment inter- 
changeability, along with 
economies afforded by a universal type 
size and style, in the subcommittee’s 
opinion, makes this the one most im- 
portant item to be given serious con- 


sideration by both printing and scanning | 


equipment manufacturers. 


5. Ability to identify or select re- | 
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At the | 
same time, the subcommittee suggested | 


resultant | 


NO 
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PAPER CUTTER 
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O WELL 
TOUSELL 
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Tref copii 
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For | 





SIZES 14” & 18” 
(2012" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
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| jected, unread documents. 
| Of course, optical scanning is but one 
| aspect of data processing and the data 
processing group has set up six subcom- 
| mittees to consider other areas, such as 
| data transmission, common programing 
| | languages, standardized flow charting 
| symbols and procedures. It is reassur- 
ing to see the vigorous effort the equip- 
ment manufacturers are making to 
establish data processing and office ma- 
chine standards. 


Convention Planning 


(Continued from page 162) 


to be covered. This approach in de- 
veloping the program for our 1961 con- 
vention indicates that we should spon- 
sor such widely varied sessions as: 


BONDED BY PARSONS! 1. Budgetary control. 


2. Investment accounting under the 
With a prestige letterhead that new federal income tax law for life 
looks and feels tops, erases insurance Companies. 
clean, and carries a genuine 3. Functional costs. 
Cotton Fiber watermark . . . she 4. Personnel development: account- 
and her boss are bonded. Right ants and statisticians. 
for you? Of course — Parsons 5. Internal control. 
Bonds are unsurpassed. Ask 


. Also, from these meetings, new con- 
your printer for - - - 


cepts have been developed for elec- 
tronics programs. Recognizing the vari- 


ous stages of development and the needs 

of different types and sizes of compa- 

Ryo S nies, the program subjects will fall into 
four general areas: 


KING COTTON BUSINESS PAPERS 1. For personnel from companies 
who are using tape programs. 

2. For those using equipment em- 

YOURS: terrennean ve- | bodying the stored program concept, 


SIGN PORTFOLIO NO. . 
BY weneenmees ouart but without tape. 
sT TE. . . 
seemene Lanremeene Te 3. For executives charged with oper- 


PARSONS PAPER DIVISION, 


amet elfen ation of electronic installations. 


FIBRE COMPANY. i i 
macedne tabidenidtives 4. For all concerned with electronics, 
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regardless of their background, a panel 
discussion at which reports on elec- 
tronic development will be made. 

The rapidly changing conditions in 
this complex business world make it 
more important than ever that officials 
responsible for arranging a convention 
provide valuable business meetings, and 
that companies instill in their repre- 
sentatives the urge to take advantage of 
the benefits to be gained from the 
meetings. After your examination of a 
program has convinced you that the 
convention presents an extremely valu- 
able and balanced program, then you, 
as part of management, should make 
certain that your company’s representa- 
tives thoroughly understand that the 
reason they are selected to attend the 
meeting is to obtain all the new ideas 
and information available that will be 
beneficial to their company. 

One cannot receive full advantage 
from the convention, however, by at- 
tending the business sessions only. An 
important and integral part of any gath- 
ering is the opportunity to meet and 
become known to others attending who 
have interests similar to your own. 

No well balanced program is without 
social activities. If these are well inter- 
spersed among the business sessions, 
then a man who goes to a convention 
will do his utmost to see that his com- 
pany does not miss any opportunity to 
accumulate information that may be 
beneficial to its future welfare. Under 
such conditions, the company’s money 
has been spent wisely, for its delegate 


has made new contacts and gained new | 
ideas. The company will be generously | 
repaid when some of these new ideas | 


are put to work. ' 


? 
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That old desk of yours on its last 
legs? Drawers stick? Splinters catch 
your clothes? Top warped? .. . Hate 
for visitors to see it? 


Why fight it—when it’s so easy to 
enjoy a smart new Bentson desk in a 
type, size, top covering and color just 
right for you! Modern styling, life- 
time construction and nearly 50 years’ 
pride of manufacture distinguish every 
Bentson desk, table, and file. 


Don't be deskusted . . . life can be beau- 
tiful. See your Bentson dealer or write 
today for our complete catalog. 


BENTSON MFG. CO. 


655 Highland Avenue, Aurora, Ill. 
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For Neat, Convenient 


Storage of Records... 
insist on Royal Vernon 
RP-073 3 INCH PARALLEL PRONG RING BINDER 


Tough pyroxylin-coated Buckram 
hard cover laughs at wear and 
looks good too! Heavy precision- 
machined, double positon lever 
. . . first position for working 
makes sheets lie flat. Second 
position opens rings fully for 
sheet changes. Ideal for storage 
and continued use of catalogs, 
manuals and bulky material. 


Size 11x82 —3 rings. 


RBM 42 “STOR-AWAY” THIN POST BINDERS 


Slate-blue canvas, hard cover 
resists wear and constant 
abuse. Exclusive spring ac- 
tion post clamps hold sheets 
securely. Loading and un- 
loading is quick and easy. No 
outside studs to mar desk or 





table. Holds up to 2 inches 
of material (also available in 
4 inch depth No. RBM 44). 


Size 11x82, two posts 


See your stationer or write us today 
for complete information. 


ST., NEW YORK 7, N. Y. 


For More Information Circle No. 281 


‘Marginal Accounts 


(Continued from page 171) 


came from marginal accounts. In these 
‘competitive times, the marginal risk 
| will become more important in narrow- 
|ing company profit margins. The mar- 
'ginal customer tests the credit man- 
ager’s highest skill—from the control 
of receivables through more complex 
services such as customer counseling. 

By handling routine cases, EDP 
would permit the credit manager to in- 
vest his time where it counts most: in 
the exceptions requiring his personal at- 
tention—marginal accounts, new cus- 
tomers, unusual orders that might bene- 
fit from special handling. 

Automation will permit an aging 
analysis—accounts classified as over- 
due within 30, 60 and 90 or more days. 
In the past, this has been a time-con- 
suming clerical job, vital to defining the 
company’s receivables picture and sig- 
naling areas needing action. 

If collection follow up is called for, 
routine cases lend themselves to auto- 
mated procedure. Specific follow-up 
|letters could be signaled and typed me- 
chanically. But again, the manager 
must exercise his own judgment in tell- 
ing the machine explicitly what to do 
‘and when. He must provide for the 
machine to identify nonroutine cases 
that require flexible, personal handling. 
| There are still problems that demand 
better solutions before we reach the 
fully automated credit department. Un- 
|der current study are problems that re- 
‘sult from what is essentially ledgerless 
;accounting. Many credit executives 
feel, for instance, that losing the his- 
ltory of an account hampers sound de- 
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cisions, and makes it mechanically diffi- 
cult—and costly—to exchange cus- 
tomer payment experiences with other 
credit managers. Some credit depart- 
ments continue such work as a clerical 
operation, supplementary to punched 
card or tape handling; others supple- 
ment it through other equipment. 

These problems need better answers 
and many traditional credit procedures 
will come under closer scrutiny and re- 
view. Key questions include: Is this 
the only way that we can do this job, 
or are there other ways that would give 
us the same results? Does what we 
gain through EDP outweigh what we 
lose? Is all current information abso- 
lutely necessary? Such questions are 
stimulating to the credit manager as he 
rethinks his department’s job and ques- 
tions the current patterns of his deci- 
sion making. 


Impact of Computers 


(Continued from page 172) 


demanded by a fully automatic system, 
and small changes in these rules, 
necessitating corresponding changes in 
programs, occurred much more often 
than had been realized. 

The need for a means of specifying 
complex symbolic processes precisely, 
and for making the specifications general 
and flexible so that changes can easily 
be incorporated, led to the development 
of more sophisticated concepts. One of 
these is the flow chart representing a 
symbolic process suited to the needs of 
the programer. 

The implementation of data proc- 
essing applications also gives rise to the 

formalized concept of a data file. As 
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How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


vx Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

vx Simple to operate — Type or Write on 
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REFILLABLE... 


yet as inexpensive as 
a disposable pen 


3015—Koh-I-Ball ‘‘Double- 
Ender’, one end writes red, 
the other writes blue. 49¢. 


3019TC—Koh-I-Ball Steno- 
Auditor. With TUNGSTEN CAR- 
BIDE ball for smooth non-skip 
writing, even over grease 
spots. 39¢. 





Auditor 3019TC 


-HOW 
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TUNGSTEN CARBIDE ball. Col- 
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black, and reproducing. 39¢. 


3018 —Koh-I-Ball. Long Visi- 
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model (3018D). 29¢. 


3025F—Koh-I-Ball Reproduc- 
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intended for reproduction. 
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with clip and protector. 29¢. 


3012D — Koh-!-Ball Retract- 
able. Non-skip writing. Plastic 
barrel with pocket clip. 29¢. 
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KOH-I-BALL Steno - 


MADE IN 
VGA 





Write For Quantity Prices 


INCORPORATED 
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techniques for automatic file processing 
were developed, it became evident that 
in this new context, files should be 
organized by similarity of function 
rather than along traditional jurisdic- 
tional lines. This may be expected to 
have significant effect on business 
organization in the future. 

The functions of record keeping and 
associated document preparation involve 
formal models on the most elementary 
level. More sophisticated concepts do 
arise however, in connection with the 
related function of data abstraction. 
Included in this category are all opera- 
tions where filed data are processed to 
furnish management with information 
of a specific type calculated to aid in 
decision-making. In automatic systems, 
such operations are often performed 
concurrently with routine file processing, 
but their identity should be distin- 
guished. 

A simple activity of this type is 


| summarization. Summary data are often 
| used as input for more elaborate analyti- 
| cal models of a statistical nature. 


Complicated mathematical models 


| have been developed to aid manage- 
| ment in its planning and control func- 


tion. Essentially two types have been 


| employed: analytic and recursive. Sali- 


ent among former are the programing 


| models (linear, dynamic, etc.) applic- 


able to problems of aliocation, sched- 
uling and distribution. In this context, 
the word “programing” does not have 
anything to do with computers. Analytic 
models are also used in statistical appli- 
cations, such as in setting inventory 
levels, quality control, etc. They are 
characterized by having well-developed 
computing procedures for solution, and 
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a good deal is known about their 
properties as mathematical abstractions. 
The art of using them is in being able to 
interpret real world situations in these 
terms, so that the simplifications neces- 
sarily introduced in the applications do 
not significantly degrade the validity of 
the resulting calculations. 

A recursive model reflects a real 
world situation which intrinsically in- 
volves a sequence of related conditions, 
any one of which may depend only on 
others which precede it in the sequence. 
Recursive modeling is exploited to the 
fullest in the popular technique known 
as “simulation.” In a computer simula- 
tion model, specifications are set up 
which reflect direct relationships be- 
tween small components of a real world 
system under study, forming within the 
computer a structure analogous to that 


“ ” 


system. The model is then “run 
simulating the actual processing of 
events within the modelled system, and 
information is recorded which indicates 
the behavior of the model. 

The wide range of applications 
already in existence suggests the tre- 
mendous potential of the computer as 
a tool for management. The develop- 
ment of effective computer models 
serving the needs of operating manage- 
ment and management research is a 
project which requires the services of 
experts from computer and manage- 
ment fields. Users in the latter area will 
be more successful in taking advantage 
of this tool if they know something of 
the computer art. 

Knowledge of the computer field can 
benefit management in other ways than 
in the direct application of computers. 
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Concepts which have been developed to 
describe systematic symbolic processes 
are potentially applicable in describing 
business systems. Since the field of 
management offers practically unlimited 
opportunities for the development of 
novel computer techniques, interaction 
between computer specialists and man- 
agement specialists cannot help but be 
of great mutual benefit. 


Advice From a Buyer | 


(Continued from page 178) 


from the rest of the office. Master tapes 
should be used and not the normal run- 
off (one-time use) tapes designed for a 
single or a few operations. 

Foreign manufacturers can profitably 
build a highly successful manufacturing 
operation while many difficulties con- 
front the American investor and licen- 
sor here at home, including frequent 
restrictive attitudes of our government 
and certain sections of the business 
community. We are all aware of the 
inroads foreign products are making 
in our business and industry. Data proc- 
essing or machine accounting is one of 
America’s principal tools to meet this 
problem — by increasing the efficiency 
of our domestic economy without im- 
posing duties or other restrictions on 
our friends abroad. 

_Purchasing department personnel 
must be qualified to deal with the on- 
rushing machine age. The department 
head must have a well planned, well 
thought-out program or organization. 
Each person must know what his prov- 
ince is and what is expected of him. 
Some companies reward the buyer who 
makes the largest savings in a given 
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month by posting on the bulletin board 
his picture and a brief description of 
what he did or of the saving itself; or 
he may be given a small “Oscar.” Any- 
thing that will promote individual initia- 
tive and imagination to the corporate 
gain is welcome. 

While machines can analyze and 
handle most routine work, there is no 
substitute for a keen mind and pride in 
one’s work in the achievement of effi- 
cient, progressive performance in pri- 
vate competitive enterprise. We in the 
Office Buyers Group of the National 
Assn. of Purchasing Agents are dedi- 
cated to this concept. 


At the Right Time 


(Continued from page 181) 


Personnel displacement is a factor in 
the economics of this decision. Will the 
equipment free some of your personnel 
for other duties? Will it handle an in- 
creased work volume with your present 
work force? If these questions can be 
answered in the affirmative, they are a 
benefit of mechanization. 

The two factors—cost and benefits 
—should be weighed. Bear in mind 
that, if you are presently producing the 
necessary data on time with existing 
equipment and personnel, your only 
reasons for mechanization are the pos- 
sibility of increased load or consider- 
able monetary savings. In some cases 
financial savings must be substantial an- 
nually to pay equipment and increased 
wages. You may be exchanging cheaper 
help for an expensive specialist who is 
more difficult to replace and whose 
wages may Offer little savings. 

Another factor which might help in 
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the decision is multi-departmental use. 
The equipment may be justified if it 
can be adapted for producing data for 
many units of government. For exam- 


| ple, perhaps accounting, assessing, pur- 


chasing, personnel, registrar of voters, 
etc., can use the equipment. Often a 


| major saving can be made in the Reg- 


istrar’s Office, particularly if an old file 
card listing is being used. Most equip- 


| ment used in a municipality will pro- 
| vide a method of printing voters’ lists 
| by offset rather than letterpress. Some 
| communities pay as much as 9c per 
| name for a voting list. By using a list 
| prepared by some of this equipment on 


offset masters, as much as 50% in 
printing costs can be saved. 
Before a decision is made to buy any 


| system, be sure adequate facilities are 
_ available for housing it. In a punched 





| 
| 


card system, for example, excessive 
humidity in an area may require air- 
conditioning. This is an additional cost 
factor to consider. One town purchased 
such equipment and decided to install 
it in the basement of City Hall, only to 
discover the machines would not func- 
tion properly until a complete aircon- 
ditioning system had been installed. 

There are municipal governments 
using these systems advantageously and 
this commentary is not intended to 
evaluate the merits of any system. Our 
intent is merely to mention some fac- 
tors which should be taken into con- 
sideration before a system is adopted. 
Many times a complete study will show 
it is cheaper to hire more people and 
possibly delay mechanization, than to 
plunge into it because it appears to be 


| the trend. There seems no doubt that 
| mechanization and automation are com- 
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ing. It is only a question of time before 
you adopt it, but it is a purchasing 
agent’s job to time it properly. 





Don’t Put Business. . . 
(Continued from page 190) 

tention towards making our major 
equipment more flexible nor that we 
have been unsuccessful in adapting it 
to undertake several parallel programs. 
Indeed we have made great headway in 
this direction and many automation 
problems have been resolved as a re- 
sult. In fact the progress of design has 
been almost startling but, among other 
tribulations we have had to face has 
been that of how to extend storage ca- 
pacity to meet the increased speeds and 
capacity for simultaneous operations. 
The result has been a program which 


can automatically interrupt a process- 
ing operation. 

While the technical experts have ob- 
tained a wider vision of the way ahead 
there still remains the task of revealing 
this to management as a whole, and of 
training the upcoming top executive to 
see for himself how these new machines 
can help in more ways than just ac- 
counting and the monotonous routines 
of payroll and stocktaking. 

As the managing director of one of 
our computer manufacturers told the 
British-Swedish Chamber of Commerce 
the other day, “No computer doing 
just one job is really being used to best 
advantage.” He admitted that on the 
straight question of whether it was 
cheaper to do the job by computer or 
by clerical labor, the answer had some- 
times gone against the computer, but 
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he added, “I need hardly say that this 
is not often the case in countries with 
standards of living as high as Sweden 
and Britain.” 


The increasing scope and rapidity of 
action of computers, and I have heard 
it suggested that their speed taken on 
average is doubling every year, means 
that managerial understanding of their 
potential value has got to be widened 
by a more ambitious educational system 
than exists today despite everything 
manufacturers are doing in this direc- 
tion. Whether this can be adequately 
tackled at the growing number of com- 
puter centers opening in the United 
Kingdom as a means of augmenting 
training colleges, remains to be seen. 


The first electronic computing center 
was set up here in 1954. Earlier last 
year part of it was moved so it now oc- 
cupies something like 200,000 sq. ft. in 
the middle of London and, with demon- 
stration staff, employs about 1000 
people. Already this staff is being ex- 
panded to cope with future projects 
and handle the increasing amount of 
work, and this is only one of the many 
we now have here. 


But while these centers serve their 
immediate purpose, they will not be 
adequate in the future to educate the 
executive as opposed to the technician. 
Unless the executive understands the 
scope and potentialities of the machines, 
their full economic usage will never be 
attained. To maintain progress along 
evolutionary lines rather than revolu- 
tionary ones, and insure that the changes 
made are justified, businessmen must 
not be left entirely at the mercy of 
technicians, nor other office personnel 
| with a feeling that their whole future 
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is in jeopardy. The advances we make 
must be directed towards bringing 
greater productivity and greater oppor- 
tunity for everyone. 


Role of Microfilm 


(Continued from page 197) 


have been in time: time to reproduce, 
time to search, time to redraw. 

The Defense program of microrepro- 
duction also has produced uncertainty 
and confusion among prime contractors, 
as might be expected from such a far- 
reaching change. When a chief engi- 
neer gets a look at the contents of the 
Military Specification for Microrepro- 
duction he usually panics, and his 
microfilm contractor gets an immediate 
call for clarification. To produce 
microfilm to military specifications is 
not a matter of “you push the button.” 
Cameras required are expensive, selec- 
tion and training of the operators of 
high importance, exposure and process- 
ing critical. The system imposes very 
close tolerances. The finished film 
must not only exhibit a high degree of 
consistency from image to image and 
roll to roll, but also to all images pro- 
duced in other laboratories. 

To help maintain such consistency, 
definite strides have been made in the 
standardization of drafting practices. 
Drawing sizes, lettering heights, types of 
symbols—even typewriter and ruling 
pen characteristics—are set forth in 
pertinent specifications. Proper prepa- 
ration of other records with the micro- 
filming program in mind is equally im- 
portant: good ribbon impressions on 
white or light-tinted paper; standard- 
ized paper weights, widths and lengths 
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are vital if automatic camera feeders 
are used, 

As the technology of microfilm con- 
tinues its sharp upward climb, the role 
of the local microfilm company becomes 
of increasing importance. Most such 
companies can supply nearly every basic 
type of equipment and film emulsion on 
the market; have personnel trained and 
equipped to render fast and competent 
maintenance service on all such types 
of equipment; have the productive ca- 
pacity to render fast local contract 
services, film processing and file recon- 
struction in case of disaster. So when 
management wants records protection, a 


_ cycle billing program, fast and photo- 
| graphically accurate duplication of a 


card file, or to reduce the cost of its re- 
production department, it can call in 
its local microfilm company for consul- 
tation. 


Work in Great Britain 


(Continued from page 203) 

varying degrees of complexity, needs to 
be widely taught. Neither schools, 
technical colleges, nor universities 
teach methods of cheap, speedy and ac- 
curate arithmetic. University applied 
mathematics courses have little bear- 
ing on mathematics for computers. 
More will be heard of the means being 
used to achieve economies. Computers 
have brought about a renaissance of 
arithmetic. Mathematicians are again 
learning to think in terms of numbers 
rather than of formulae. 

The greatest potential economy in 
offices is still reduction of typing time, 
by using handwritten forms, or cheap 
automatic copying methods and by use 
of dictating machines preferably with 
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central typing pools and remote con- 
trol. 

A typing group should consist of 
about 12-15 people. It might well con- 
sist of seven audio typists and eight 
copy typists. They should be well 
trained and properly supervised. Photo- 
copying machines should be available 
in the same room for instant use to 
avoid typing whenever possible. Compe- 
tent audio typists are achieving 6000- 
7000 effective typing words per day. 

Unilever Ltd. has made special in- 
tense studies of typing problems and 
the economies which can be effected. 
Parkinson’s Law applies more to offices, 
even those of industrial concerns, than 
to factories and distribution. No ulti- 
mate office economies come easily. 


Railway Systems 


(Continued from page 136) 
covering twelve major areas of rail- 
road operation such as: accounting, 
communications, management, engi- 
neering, mechanical, legal, operating, 
personnel, purchasing and traffic. In 
addition, RSMA will sponsor several 
special conferences on major transpor- 
tation problems. Each will have a two- 
fold objective: (1) to bring to railroad 
management the latest thinking on the 
subject and provide a forum for the in- 
terchange of ideas; (2) to present the 
topic as it affects the entire transporta- 
tion system from the perspective of the 
railroad industry. SMA firmly be- 
lieves that railroads are the touch- 
stones of the U.S. transportation sys- 
tem and the most vital transportation 
in our mass-production economy. Each 
event, therefore, will deal with inter- 
modal relationships and, wherever pos- 
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sible, representatives of other transpor- 
tation modes will present their sides of 
the problem. 

The association endeavors at all times 
to have the best informed speakers on 
the subject under discussion, regardless 
of their affiliation. Our meetings are 
open to all who are interested in trans- 
portation because we feel this can bring 
to the railroad industry new ideas and 
new approaches to problems. 

Two large meetings (April, October) 
are devoted to exploring in depth all 
facts of a primary railroad problem. 
In 1961, the April meeting will con- 
cern itself with marketing and service. 
Each meeting is documented by a Pro- 
ceedings which have in the past fur- 
nished significant original source data 
for railroad research. We also publish 
special reports from time to time on 
conferences and seminars. All papers 
presented are published and available 
from the association office. 

In addition to seminars, conferences, 

tc., the association conducts research 
on subjects of interest to railroad man- 
agement. In addition, there is a con- 
tinuing project on data transmission. In 
1961, we will have a number of proj- 
ects, including a follow-up in the mar- 
keting research area; another concerned 
with finding a solution to the single 
documentation of a shipment from 
shipper to customer, yet furnishing the 
necessary paperwork for controls to 
shipper, carriers and customer. 

RSMA maintains headquarters at 
433 Grand Central Station in Chicago. 
It is administered by an executive di- 
rector, assisted by a clerical staff. Nor- 


‘mally all meetings are held at the 
| Knickerbocker Hotel, Chicago. 
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Records Management 


(Continued from page 126) 


Records management is a single oper- 
ation, particularly today, with so many 
manual methods being converted to 
automation. We are changing from 
one form of record to another, from 
many records to single tapes, from 
hand posting to machine posting. Man- 
agement must have specific points of 
contact for analysis. Separating logi- 
cally related activities means time-con- 
suming coordination. There is a wide 
variation in organizational structure 
among companies whose records man- 
agement programs are of outstanding 
efficiency. In some the controller is 
responsible, in some the secretary’s de- 
partment, in some a specialized depart- 
ment with no other responsibilities. 
Other companies have records adminis- 
tration reporting to a systems group or 
an office executive. 

The most successful programs have 
one quality in common: the records ad- 
ministrator as a staff function has over- 
all policy and operating control for fil- 
ing methods and equipment, forms and 
reports management, and records reten- 
tion and protection. To provide the 
basis for single administration, records 
management activities have the follow- 
ing in common: 

1. All are concerned with records 
and their effect on the flow of informa- 
tion. 

2. All are subject to systematic con- 
trol devices such as numbering systems 
and subject classification. 

3. Each is dependent upon the other 
for its effective usage. A form may be 
created or duplicated (retention, paper 


grade), filed (equipment and method), | 
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used as a report (reports control) and 
needed for reconstruction in event of 


| disaster (protection). 


4. They are either custodians, or 


| sources, of information. 


5. They are the segments that sys- 


| tems men must consider jointly because 
| of their interrelation. 


Let us examine some of the ways that 
new information processing methods 
in the systems man-records 


Uniform filing methods and equip- 
ment assure proper maintenance of doc- 
uments during their life span. This in- 


| cludes not only orderly filing but also 


RUBBER FINGERS... | 
| in a system must take into account pres- 


accessibility. A contemplated change 
ent filing systems and housing equip- 
ment. Records volume may be reduced 
but the clerical effort may well double 
if maintenance requirements for new 


Forms are the most significant means 
of processing data. This flow of in- 
formation requires clerical and super- 


maintainance. Proper forms adminis- 
tration promotes accuracy, improves 


| clerical efficiency, smooths workflow, 
_ and assures cost reduction. 
continuous program has been the prac- 


Unless a 


tice, a company will find that poor 
form usage and design can present 


| formidable barriers to conversion pro- 


grams. One of the major effects of 
automation is change in forms design 


| specifications. 


Retention schedules have become an 


| important part of records control in 


most companies. When properly de- 
veloped through an orderly system of 
inventory, appraisal and management 
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approval, such schedules sharply re- | 


duce record keeping costs. Automa- 


tion will affect this phase of records | 
More and more | 
records are being translated into elec- | 
tronic impulses. Magnetic tape has re- | 
placed much information previously | 


management also. 


recorded on paper. 


Possible disasters resulting from man- | 


made or natural causes, require business 
to provide for the protection of its vital 
records. While equipment losses can 


be minimized by replacement within a | 
reasonable period or by utilizing simi- | 
lar equipment in other company loca- | 
tions, loss of data tapes could be quite | 


serious. Reconstruction, in part, might 
be possible, but much information could 


never be retrieved unless special pre- | 


cautions are taken. 


From these observations, the role of 
records management becomes appar- | 
ant. It too must be reappraised in | 
terms of innovations in office methods. | 
Properly recognized and working in | 


close cooperation with the systems 
functions, it can do much to assure 
company-wide efforts needed to coor- 
dinate, simplify and mechanize data 
processing activities. 


Completed Staff Work 


(Continued from page 122) 
your own reputation. 

What do we mean by “completed staff 
work”? Nothing is more annoying to 
the boss than to have an employee 
bounce into his office, drop the kernel 
of a good idea and bounce right out 
again. 

Next time that you have an inspira- 
tion, try doing some completed staff 
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work: (1) write out briefly the scope 


| and purpose of your idea; (2) describe 
| the procedure or equipment you would 
_change; (3) outline your new proce- 
| dure, show you have analyzed several 


possibilities and done some compari- 


|son shopping; (4) present a balance 
| sheet of costs and benefits, including 
cost of personnel, equipment, supplies. 

| floorspace, etc., and show tangible and 
intangible benefits. 


Have your proposal typed up. Keep 


it to a page or two but attach as ex- 
| hibits any supporting documents that 
| are pertinent such as samples or equip- 


ment brochures. Take this completed 
staff work to your boss. You'll get a 
reception because all he has to do is say 
“yes” or “no”. His decision will be 
based on the merits of your proposal 


_and a number of other factors which 
| you may not be aware of. But, he will 
_ make a decision and your batting aver- 
| age will climb. 


This means you are starting to build 
a core of accomplishment that manage- 
ment can evaluate. Granting authority, 
increased responsibility and manage- 
ment acceptance are building blocks 
for your own career, if the blocks are 
firmly cemented by accomplishment. 


I recommended to my friend in the 


| electronics firm that they give the rec- 


ords management program another try. 
He is now convinced that we have the 


| techniques to solve his paperwork prob- 


lems. I think that he will find the right 


| man who will have demonstrated his 


ability to put these techniques to work. 
He will deliver results to management 
quickly. After all, records manage- 


| ment has been built on such records of 


success and accomplishment. 
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State Fiscal Officers 


(Continued from page 116) 


Included in the technical sessions for 
the last convention were five speakers 
and discussions on the various phases of 
electronic data processing and office 
automation. Three of these were by the 
controllers’ offices of three states, one 
by a representative of a manage- 
ment firm and 


this manner, and it is contemplated that 
the volume of work done at the center 
will be increased considerably within a 
year or so by taking over much of the 
detail work still being done in various 
State departments and agencies. Of 
the medium and large scale types, we 
now have one Univac solid-state 90, 
one Bendix G-15, one Ramac 305, five 
IBM 650s and one IBM 709. The 





one by a staff 
member of a na- 
tional auditing 
firm, the latter’s 
subject being 
“The Impact of 
Electronic Data 
Processing on In- 
ternal Control 
and Post Audit- 


” 


Referring brief- 
ly to the use of 
electronic data 
processing in 
Texas, govern- 
mental  (includ- 
ing State colleges) 
records and pro- 
cedures, we have 
been using vari- 
ous types for 
some time but it 
was not until the 
past year that an 
EDP center was 
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latter, at one of the colleges, is sup- 
ported largely by contracts with indus- 
trial concerns in scientific research. In 
fact, engineering and research are re- 
sponsible for a major part of the work 
now being handled by three of the 650s. 
Three IBM 1401 systems are on order, 
one by the State Highway Department 
and by each of the two State colleges. 


A New Management 


(Continued from page 112) 


ties, authority, and accountability for 
each. (2) Direct and coordinate the 
preparation of procedure manuals for 
the department at head office, regional 
and branch operations as required. (3) 
Keep informed of developments in data 
processing. (4) Direct establishment 
and administration, by appropriate divi- 
sions of the department, of plans and 
programs for data processing research, 
head office data processing, field data 
processing. (5) Direct establishment 
and administration, by appropriate divi- 
sions of the department, of plans- or 
programs for company office building 
management, office administration in- 
cluding purchasing, printing and supply, 
general service operations. (6) Conduct 
a technical training program to promote 
efficiency and advancement of depart- 
ment members. 

Organizational. (1) Recommend 
changes in the basic structure and com- 
plement. (2) Recommend improve- 
ments in methods and procedures. 

Personnel. (1) Appoint depart- 
mental and divisional executives as 
approved by the president. (2) Direct 


_and coordinate personnel administra- 


tion. (3) Participate in the executive 
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training and development program. 

Relationship. (1) Look to the presi- 
dent for management counsel and direc- 
tion and keep him fully informed. (2) 
Give and receive advice and assistance 
and coordinate his activities with other 
department executives for the fulfill- 
ment of their respective functions, (3) 
Give counsel and functional guidance 
to branch executives. (4) Conduct such 
relationships outside the company as 
are appropriate to fulfillment of his 
function. 

Authority. Within the limits of the 
company’s approved policies, programs 
and procedures, he has authority to 
accomplish the fulfillment of his re- 
sponsibilities. He may delegate respon- 
sibility, but he may not relinquish over- 
all responsibility or any portion. of his 
accountability for the exercise of such 
authority. 

Accountability. For the proper inter- 
pretation and fulfillment of his func- 
tion, his responsibilities and authority, 
he is accountable to the president. 

Criteria of performance. (1) Effec- 
tive direction of his departmental oper- 
ations and expense control for maxi- 
mum efficiency results. (2) Excellence 
of organization and personnel efficiency 
and morale as reflected in the caliber of 
his staff and spirit of interest, enthu- 
siasm and loyalty engendered in his 
associates. (3) Record of his accom- 
plishment in selection and development 
of outstanding supervisory and execu- 
tive talent. (4) Fulfillment of his func- 
tion in a manner most conducive to 
the promotion of the good name and 
reputation of the company. 

Within the framework outlined, I be- 
lieve office administration, management 
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engineering, systems and data process- 
ing can be fully developed as an inte- 
grated top management function. 


The Public Accountant 


(Continued from page 95) 

should be shown as a memo figure on 
such reports and not included in any 
cost control totals. The same proce- 
dure should be followed by manage- 
ment in establishment of time stand- 
ards. Before any time standard be- 
comes effective in a company’s opera- 
tions, the affected department super- 
visor’s approval should be obtained be- 
fore the figure is used. 

By following this system, a company 
will be able to control all hourly labor 
expenditures to a marked degree. These 
expenses constitute the major portion of 
a firm’s costs. Payroll reports should 
be issued on a weekly, monthly and 
yearly basis. All such reports should 
detail the standard allowances and ac- 
tual amounts. 

Stimulate cost control interest among 
company supervisors. One way to ac- 
complish this is through conferences be- 
tween top management and supervisors 
to acquaint the latter with overall com- 
pany problems and give them the bene- 
fit of best available operating practices 
and cost information. In turn, depart- 
mental heads call conferences with as- 
sistant supervisors and other supervis- 
ory personnel to acquaint them with de- 
partmenta! and overall company prob- 
lems, and discuss ways of producing 
more efficiently at a lower cost. Sug- 
gestion systems can also be used for 
this purpose. 

In seeking other areas prone to cost 
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reduction, the public accountant fre- 
quently encounters appalling multipli- 
cation of clerical functions and subse- 
quent need for controls which can be 
instituted through improved office man- 
agement and installation of data proc- 
essing equipment. Public accountants 
also place stress on premium salaries 
for above-average help, more thorough 
training and testing, and improving the 
office environment itself via aircondi- 
tioning, modern lighting and equipment, 
and sound control by acoustical tile and 
carpets. 

Improvement of office supervision is 
another means to attack deteriorating 
work standards and clerical production. 
More attention should be given to the 
choice and grooming of supervisory per- 
sonnel. Inept supervision can reduce 
the output of the highest aptitude em- 
ployees. 

Data processing is a popular -tech- 
nique recommended by public account- 
ants to reduce waste and duplication of 








“Miss Truffle, bring me another 
box of paper clips!”’ 
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of stationery, form, document and paper waste. 
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ing. Offset plates and masters for most duplicating 
equipment, quickly corrected, 


For detailed information—write to 
METAL SPECIALTIES, INC. 
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effort in bringing office efficiency up to 
prescribed standards. In installing any 
automatic equipment, management will 
encounter allocation, inventory, re- 
placement and transportation problems. 
Here, the public accountant, trained in 
management advisory services, will be 
able to render invaluable assistance. 
The public accountant, with special- 
ized help, can assist management in 
learning the fundamentals and using the 
techniques necessary to translate basic 
business applications, as well as pro- 
duction systems, into programs cCapa- 
ble of being processed by punched card 
or high speed electronic data process- 
ing equipment. There is no longer a 
problem of finding qualified men to run 
the equipment. Computer people are 
now more readily available. The real 
problem is to find people who have the 


knowledge and conceptual ability to use 
the machine to best advantage. 

The person operating electronic 
equipment will be solving problems now 
plaguing the treasurer, such as financial 
forecasting, budget presentation and 
control. His specially designed reports 
will become the right arm of sales, pro- 
duction, purchasing and industrial re- 
lations in providing information neces- 
sary for vastly improved decision- 
making in these areas. The equipment 
will be available for research applica- 
tions. He will also work with advertis- 
ing and marketing directors to perfect 
techniques that will measure the effec- 
tiveness of their current programs. 

One problem encountered in nearly 
every cost reduction program is ob- 
taining support from personnel. Fre- 
quently they have been working with 
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particular techniques or processes for 
a long time. They accept them as their 


own and consider any change a per- | 


sonal loss. They must, therefore, be 
closely involved in changes or manage- 
ment loses their support. 

Cost reduction goals, plans and ur- 
gency should be clearly identified and 
communicated to company personnel. 
Cost reduction is largely a human prob- 
lem and anything that can be done to 
keep company personnel advised and 
working towards a common goal, in 
the best interest of the company, should 
be promoted. 

Cost reduction is dynamic and a con- 
tinuing process. It requires constant 
analysis and revision to meet varying 
circumstances. Here the public ac- 
countant stands ready to assist and 
render the management advisory serv- 
ices necessary for business efficiency 
and survival. 


Bank Automation Guide 


(Continued from page 92) 
tion of this type cannot be accomplished 
next month or even in six months. 
By this time management has started 


looking at the bank’s organization chart | 
and realizes that changes must be made. | 
Some departments will have to be 


merged. A data processing depart- 
ment or center will have to be set up, 
but where does it fit into the official 
family—under the controller’s or un- 
der the operations department? Man- 
agement will no sooner answer this 
than they will have to determine pri- 
orities of work for the center. This 
will be accompanied by the need of 
staffing the center with people capable 
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cards. 
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Increase production of check processing 
machines. 
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ot program maintenance, foreward 
planning, supervision of input, operat- 
ing, computer maintenance and con- 
trol. 

Once the equipment is in satisfactory 
operation, management should have no 
more problems than they have today. 
All they have done is to change the 
mode of operation. Because there is 
a considerable amount of money in- 
vested in the new equipment, manage- 
ment will be alert to additional work 
that EDP can perform. 

One bit of caution is in order to warn 
of pitfalls hidden because of enthusia- 
asm and infatuation for new processes. 
These include: 

1. Avoid preoccupation with equip- 
ment. Don’t overlook the more impor- 
tant aspects of a successful program. 

2. Beware of incomplete cost in- 
formation. 

3. Don’t rush. 
chaos. 

4. Nothing wrecks a program faster 
than lack of management understanding 
and support. 

5. Plan for the exceptions. 

6. Make sure you have good systems 


Haste results in 


“I gave everyone a picture for 
Christmas.” 
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paint over the error with SNOPAKE, let 
dry for an instant and then type right over 
the area, The result—a smooth, perfect job. 
Designed especially for typing for photo- 
graphic reproduction—Offset, Xerox, etc. 
Artists, too, find SNOPAKE far superior to 
any opaquing solution now known. See your 
dealer. If he can’t supply you, send $1.00 for 
trial_bottle 


For More Information Circle No. 385 


Tue Orrice—January, 1961 





Dupli-Typer 


eliminates carbon paper 
eliminates chemical paper 


makes inked copies 


Dupli-Typer Ribbon 
Attachments for type- 
writers increase pro- 
duction, reduce costs 
on continuous form 
work. 

Dupli-Typer Bookkeep- 
ing Machine Attach- 
ments eliminate carbon 
jackets, provide com- 
plete visibility of en- 
tire journal sheet. 


FASTER © CHEAPER ¢ CLEANER @ BETTER 


Dupli-Typer Corporation 
456 Park Avenue South, New York 16, N. Y. 


For More Information Circle No. 386 














DO YOU WORK ALL DAY 


wm COLDIE ” FEET? 


You at last a new modern, low priced 


electric foot warmer that will keep you 
healthy, happy and comfortable. 


Weert EE FOF AC~M AF 


Check stand cashiers, secretaries, ossembly line workers, 

housewives, office workers, theatre coshiers, machine 

Pp , teleph Pp ond many others through- 
out the country are now singing the praises of the Electro 
Mat. There is no further need to work all day with cold feet. 
Size 14" x21” Safe and Economical. 

« Portable INTERSTATE RUBBER paosucrs Corp. 
Consumes less Les Angeles 12, California 
power thon © 100 __ 9160 Moyers Ae. 
watt light bulb, Pieose send me__ Electro Mats ot $7.95 eoch 
Mail your check IMPORTANT SAVING: 
or money order f 6 of more wes yy only bee ng eoch 

0.0. d deposit with order 
today for ONLY b a 
Newe 
Address 
City. Stote 
Dest 99 PLEASE PRINT CLEARLY 


























For More Information Circle No. 387 
323 





design; investigate alternate equipment. 

To help bankers do a more thorough 
and intelligent job of planning for auto- 
mation, and improve existing opera- 
tions, NABAC created a Research In- 
stitute to measure efficiency, provide 
standards for comparison, and aid 
bankers to make the right decisions. 
The institute is furnishing the tools that 
management must have to properly 
evaluate present systems and weigh the 
merits of automation to bring better 
and more efficient banking to more 
people for less cost. 


The Auditors 


(Continued from page 90) 


In your concern for efficiency, you 
have a natural interest to see that em- 
ployees understand the auditor’s func- 


tion. Perhaps the employee house or- 
gan, if you have one, would be a good 
place to tell the story. In any event, 
through one channel of communication 
or another, employee understanding 
would be helpful to the auditors and 
useful to you and your company. 

You might begin an explanation by 
referring to the auditor’s report that 
appears after the financial statements in 
your company’s annual report. In it, 
the auditor gives his opinion of the fair- 
ness of the financial statements pre- 
sented by your company’s management. 
The audit is the basis for the opinion. 
The auditor’s report is useful to man- 
agement, which generally benefits by 
having an independent check on what 
it has done. The report also serves 
stockholders, who—despite their trust 
in management—like to know an in- 








1 pound 
4 ounces 


PLYMOUTH RUBBER 
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dependent third party has looked things 
over. 


The report also serves many others 


who have a particular interest in your | 
company: credit grantors, analysts, gov- | 


ernment agencies, labor unions, and so 


on. For example, suppose your com- | 
The | 
bank may have considerable respect for | 
the integrity of your officers but, as a | 


pany goes to a bank for a loan. 


matter of policy, will want to see the 
auditor’s report. 
that, when your organization seeks a 


loan, it wants to show itself in the best | 
The auditors report as- | 
sures the bank that financial statements | 


possible light. 


are a fair presentation of your com- 
pany’s financial position. 

Some of your employees might be 
curious about the background of an 
auditor. 
as accountants, 
more to it. An audit team is usually 
composed of senior and junior staff ac- 


countants of a certified public account- | 


ing firm. Most seniors are CPAs who 
have met rigid standards of education 
and experience set by state law, and 
have passed a tough 22-day examina- 
tion. The examination is uniform 
throughout the country to test compe- 


tence in auditing, accounting, business | 


law and taxation. 


Junior staff accountants are usually 


CPAs in training. Most are college | 
graduates, well trained in the theory of | 
accounting. As juniors, their work con- | 
tributes to the year or more of experi- | 


ence with a certified public accounting 
firm required in most states before they 
can sit for the CPA examination. 


If you can get across an understand- 
ing of the auditor’s function to your 
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employees, you will have accomplished 
much toward creating better coopera- 
tion. The audit will proceed smoother, 
faster, and at a saving of dollars for 
your company. 


Cost Reduction 


(Continued from page 88) 


standards. Practical procedures for do- 
ing this are described in literature and 
experience has amply demonstrated 
they work. With a standard time to do 
any important office task, performance 
against this time can be routinely 
checked. If an effective method is re- 
placed by an ineffective method at any 
time for any reason, it will show up at 
once in lowered performance efficiency. 
This should trigger immediate investi- 
gation and the approved method should 
be restored. 

Time standards for office operations 


| not only help prevent methods from 


slipping, but they provide targets of rea- 
sonable output. They permit both super- 
visor and worker to know when per- 
formance is satisfactory, and they are 
invaluable to the supervisor in planning 
work schedules. All this results in cost 
reduction. 

The same standards may be used for 
incentive wage payment. Many com- 
panies have shied away from incentive 
payment of office workers for a va- 
riety of reasons. A lesser number have 
the courage to use incentives, and have 


| demonstrated that, when properly used. 
_ incentives result 
| creases in output with a corresponding 


in remarkable in- 
reduction in costs. 


The study of methods and introduc- 
tion of standards, even if only for con- 
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trol purposes, invariably leads to cost 
reductions. One government official, 
charged with the responsibility for 
methods and standards in a number of 
government offices, reports that an in- 
Stallation never failed to produce a 
minimum of a 20% cost reduction and, 
in most cases, the saving amounted to 
30% or more. Any manager interested 
in reducing costs will be well advised 
to introduce a 


methods that will be followed in using 
the new equipment, not only from the 
systems design standpoint, but from the 
standpoint of the motion patterns re- 
quired to get the work done. One com- 
puter manufacturer recently commented 
that although computers were designed 
internally so that they functioned at 
speeds approaching that of light, the 
methods used to get the input into the 





methods and 
standards pro- 
gram. 

When this has 
been done, the 
extent to which 
office automation 
is justified, if at 
all, should be 
readily apparent. 
Perhaps nothing 
is indicated, per- 
haps merely the 
purchase or leas- 
ing of a few mod- 
ern machines, or 
perhaps a_ full- 
fledged electronic 
data processing 
installation mak- 
ing use of a com- 
puter. In any case, 
the decision will 
be made on the 
basis of facts 
rather than gla- 
mour. That is the 
way it should be. 

If it is decided 
to automate, 
either fully or par- | 
tially, study the | 
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computer and the output from it be- 
longed to the oxcart age. Studies of im- 
put preparation methods and output dis- 
posal methods should not be neglected. 

Some executives are reluctant to un- 
dertake office cost reduction work for 
fear they will stir up and alienate a 
group which is traditionally on man- 
agement’s side. But office people are 
thinking people who will be on man- 
agement’s side only if they feel that 
management is doing a good job and 
is providing security for them by run- 
ning a profitable business. To permit 
slackness to exist because of failure to 
exercise management’s duty to manage 
is not the way to win loyal support. 
Neither is the rapid, ruthless introduc- 
tion of change which does not take in- 
to account the problems, emotions, mo- 
tivations, and attitudes of the people 
affected. | Experienced management 
consultants are particularly sensitive to 
this aspect of their work and are care- 
ful to adjust the rate and manner in 
which they introduce changes to the 
sensibilities of the people with whom 
they are working. 


Motivation, Innovation... 


(Continued from page 85) 


may be anticipated from a poor de- 
cision. Therefore, the manager must 
correct it at once if it is serious, with 
a minimum “loss of face” for the subor- 
dinate. Disciplinary action may be 
necessary but it should be taken with 
preservation of human dignity and full 
regard for the objectives to be accom- 
plished. 

Lastly, in motivating personnel, it is 
important to show subordinates the sig- 
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nificance of their work and how it fits 
into the overall mission of the or- 
ganization. See that each is able to 
stand back and see his job as part of 
the total undertaking and gain stimulat- 
ing incentive trom this knowledge. An 
American who is a member of an or- 
ganization feels a need to know why 
he is doing what, and the what and 
why of his organization’s activities. This 
is our way of life. 

The second personal function of the 
manager which I wish to discuss briefly 
is innovation. This embraces all those 
new acts which cause a climate of crea- 
tivity, which in turn encourages new 
ideas, or “break-throughs.” There will 
never be enough resources to satisfy 
everyone. All of us, no matter what 
our area of responsibility, must perform 
the continuing task of allocating short- 
ages, a far more difficult assignment 
than allocating resources. We must find 
simpler and more economical ways of 
accomplishing our objectives. One 
answer is innovation. Resistance to 
change and fear of the new and dif- 
ferent are the greatest barriers to inno- 
vation. It has been said that the lone- 
liest man is the man with a new idea. 


The key man to insure that the re- 


| sistance to change does not stifle inno- 
| vation is the manager. 


The first thing 
he can do is be sure he himself is re- 
sponsive to new ideas, and not, under 
any circumstances, isolate himself from 
his subordinates. New thoughts should 
be carefully weighed. Too often the 


idea which appears far-fetched today 


becomes the innovation of tomorrow. 
A second and related action to stimu- 

late innovation is to give open and en- 

thusiastic support to an employee sug- 
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gestion program. There will never be a 
truly creative climate until the indi- 
vidual feels his supervisor will give 
new ideas sympathetic and imaginative 
consideration. Research indicates that 
some of the better ideas adopted were 
turned down five or six times before ac- 
ceptance. A successful manager should 
set up a system of evaluating ideas so 
that worthwhile suggestions are expedi- 
tiously recognized and accepted. 

A third action is to insure a continu- 
ing evaluation of current policies, 
methods and procedures, with a view 
toward improvement, replacement or 
elimination. This will make for or- 


derly and continuing progress. In con- 





sidering change, however, care should 
always be taken that operations of the 
organization as a whole are considered 
—otherwise an improvement in one 
area may produce undesirable effects in 
another. 

I have discussed briefly two personal 
functions which I consider very im- 
portant at all levels of management. 
They are definitely interrelated because 
the person who is motivated to get a 
job done is the one who will seek out 
new ways to accomplish his objectives. 
The expression, “Where there’s a will, 
there’s a way,” is well worn by age, but 
still best describes motivation and inno- 
vation. 
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Delegates to 

American Records 

Management Assn.’s 

annual convention 

in Milwaukee 

named William Ben- 

edon, Lockheed Air- 

craft Corp., presi- 

dent for the 1960-61 

year. Other officers 

elected were Dale 

William Beneden S. Kuebler, Photo 

Devices, Inc., as executive vice president; 

Mrs. John S. Killelea, General Fireproof- 

ing Co., as eastern vice president; Alma 

K. Ledig, Shaw-Walker Co., as central 

vice president; William E. Haughn, Stand- 

ard Oil Co. of California, as western vice 

president; W. H. Topham, Pacific Tele- 

phone & Telegraph Co., as_ treasurer; 

Donald A. Schauer, as secretary; and 

George M. Derry, Richfield Oil Corp., as 
executive secretary. 


Fear Clouds Automation Issue 


The aura of fear surrounding every 
discussion of automation has obscured a 
pressing need to encourage automation 
with increased vigor, warned John Diebold 
in testimony released by the Subcommit- 
tee on Automation & Energy Resources 
of the Joint Economic Committee of Con- 
gress. Instead of fearing automation we 
must recognize the need for it as a tool 
for economic growth. According to Mr. 
Diebold, “Automation should be consid- 
ered a national resource—a source of 
strength to the nation and a stimulus for 
technological change. The most important 
single fact surrounding automation has 
been the fear it has engendered—fear of 
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the human consequences of automation.” 
Only by overcoming our ignorance can we 
dispel this fear, encourage automation and 
avoid hardship. Mr. Diebold also recom- 
mended a fiscal program to encourage 
business innovation and a technical in- 
formation program to disseminate results 
of basic military research. 


Chicago Business Show 


Sweeping changes in the annual seminar 
series are planned for the Chicago Busi- 
ness Show and Midwest Seminar sponsored 
by Office Management Assn. of Chicago. 
Co-sponsored by Northwestern University, 
it will be held at the Conrad Hilton Hotel, 
Chicago, Feb. 27-March 2. Expected to 
attract in excess of 30,000 persons, the 
event will be covered in full in next 
month’s issue of THE OFFICE. Informa- 
tion is available from Office Management 
Assn. of Chicago, 105 W. Madison St., 
Chicago 2. 


Two New NSBB Chapters 


Directors of National Society for Busi- 
ness Budgeting approved charters for two 
new chapters bringing the total number of 
chapters to 47. They are at Columbus, 
Ohio, and San Francisco. The San Fran- 
cisco Chapter is a spin-off of the former 
Bay Area Chapter which has changed its 
name to San Francisco-Peninsula Chapter. 
Chapter formation activity was also re- 
ported in another dozen or more areas. 


NOMA’s Annual Conference 


National Office Management Assn. an- 
nounced plans for its most comprehensive 
conference and exposition in St. Louis, 
May 7-11. Jack VanPelt of Dictaphone 
Corp., who is general conference chair- 
man, said that the all-inclusive technical 
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program’s sessions and forums will cover 
all phases of office administration and will 
be beamed to a central theme, “Total Ad- 
ministrative Cost Control.” At this early 
date, Mr. VanPelt reports over 20 con- 
ference speakers and forum leaders, care- 
fully selected from the country’s best, 
have accepted invitations to be on hand. 


Records Electronic Data 

A system to transform data into writ- 
ten or numerical characters on film, and 
into a TV image for large screen projec- 
tion, was announced by Kalvar Corp., 
New Orleans. An electrostatic Printapix 
tube, developed by Litton Industries of 
Beverly Hills, Calif., converts electronic 
data to film images at several feet per 
second. Kalvar is a photographic film 
upon which a localized electric charge can 
be placed, a basic element of the new 
system. The patented coating allows the 
latent image on the exposed film to be 
developed by heat alone in a completely 
dry process. 


Kaiser Computer Center 

A commercial data processing center 
was opened at the new Kaiser Center in 
Oakland, Calif. Two Remington Rand 
Univac Solid-State computers, one utilizing 
magnetic tape, form the hub of data proc- 
essing activities. The tape system is said 
to be the first such installation on the west 
coast. The center provides 60 affiliated 
Kaiser companies with facilities to process 
their wide range of computing require- 
ments. 


Business Student Programs 

National Office Management Assn. an- 
nounced inauguration of its 1961 spell- 
ing and arithmetic programs for high 
school seniors and business school students. 
According to executive director, W. T. 
Cavanaugh, the spelling program consists 
of 600 selected words common in every- 
day usage, to be studied by students for 
two official NOMA tests. Students passing 
the tests are awarded NOMA Spelling 
Achievement Certificates. The purpose is 
to create a consciousness of prevailing 
spelling inadequacy and encourage students 
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to improve. During the past school year 
over 750,000 students participated. The 
arithmetic program is new this year. Its 
purpose is to strengthen student ability in 
simple addition, subtraction, multiplica- 
tion, division, decimals and fractions. 
Schools will be provided review materials 
plus official tests. 


Data Storage and Retrieval 

Machine indexing will be the central 
theme of the Third Institute on Informa- 
tion Storage & Retrieval, Feb. 13-16 at 
American University, Washington, D. C. 
For program and registration information, 
write Lowell H. Hattery, director, Center 
for Technology & Administration, Ameri- 
can University, 1901 F St., N.W., Wash- 
ington, D. C. 


NSA’s European Seminar 

The first European Liberal Arts Semi- 
nar visiting Rome, Florence, Paris and 
London from March 11-26, is announced 
by National Secretaries Assn. All sec- 
retaries are welcome, whether or not they 
are affiliated with NSA, reports Evelyn 
G. Day, president. Deadline is Feb. 10. 
Details from Dr. Fred S. Cook, seminar 
coordinator, National Secretaries Assn., 
1103 Grand Ave., Kansas City 6, Mo. 


Wide World Photo 
Stanley Burlack (right) of General Out- 
door Advertising Co., Chicago, shows his 
boss, company president Burr L. Robbins, 
what his daughter, Ann, 5, did to daddy’s 
paycheck. 
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Forms Industry 


(Continued from page 193) 


let me assure you that, short of the 
oblivion of mankind, you'll get just 
what you asked for, and quickly. 

A seminar recently held in New York 
by the Business Forms Institute pointed 
clearly to the road we are traveling. It 
concerned production techniques and 
the steady development of ways and 
means of creating a better form. BFI, 
realizing its responsibility, invited guests 
from outside its membership, speakers 

| from allied industries and other experts. 


| 
| 


| to solve such key problems as various 
| types of papers and carbons; materials 
| handling, recruitment and training of 
personnel; practical methods of quality 
and production control. The latest 
commercial developments and products 
were studied and evaluated; packaging 
and cartoning were fully examined: 
| magnetic ink and optical scanning were 
closely scrutinized in their latest devel- 
opment. 

The fact that the institute had the 
most heavily attended seminar in its 
history, and that more companies were 
more broadly represented than ever be- 
fore, indicates how we are trying to live 
up to our job as the record making in- 
dustry of America. There was ample 
evidence at this latest seminar, as well 
as at preceding ones, that smugness was 
a bad word that must never be part of 
our vocabulary. 

I noted recently that in an eight-hour 
day over the usual five-day week, the 
average man or woman today produces 
more than twice as much as their grand- 
fathers did working a six-day week and 
often 12 hours a day. You can easily 
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picture the vast increase in paperwork 
that must keep pace with sharply ac- 
celerated production—without keeping 
records of questionable value. 

All of which brings to mind one of 
our most important functions. Sales- 
men must, and do, work closely with 
office and plant managements to devise 
the most effective forms for the jobs 
to be done. It does not help our indus- 
try if, after trial and error, a whole con- 
cept of forms, systems and procedures 
are thrown out. It is our task to see 
that the best form is delivered at the 
proper time and place with the greatest 
in time and money saving for business 
executives. 

No more than anyone else have we 
solved all the difficulties that plague us, 
as well as others. But we feel that, be- 


ing particularly aware of our responsi- 
bilities, we have a head start at fulfill- 
ing them by every means at our disposal 
in a period when so much depends on 
what we produce and how it functions. 


Municipal Finance 


(Continued from page 206) 


numbers to federal and state treasuries. 

Revenue Patterns. An important 
problem of many communities is plan- 
ning and setting up a realistic and effec- 
tive revenue pattern to meet the in- 
creasing cost of local government. Such 
a pattern must accommodate itself to 
changing conditions. This is particu- 
larly true of taxation in view of increas- 
ing legitimate demands for expanded 
services in certain areas by our citi- 
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zens. There is still a great need for 
improved local assessment practices. 
Economic trends call for greater em- 
phasis on nonproperty taxes and user 
charges as sources of local revenue. 

Local governments should pay their 
fair share of local government services, 
but as long as the present tax structure 
of our country continues, senior gov- 
ernments must and should assist local 
communities to finance the cost of se- 
lected improved services. In 1959, 
federal and state treasuries received 
83% of all tax receipts. Obviously, 
this does not leave local governments 
much to work with. 


Sound Fiscal Policies. A prerequisite 
to any workable and efficient program 
for the conduct of municipal govern- 
ment, short-range and long-range, is 
sound fiscal policies. Such policies 
should be formulated, adopted and 
given the necessary publicity so that all 
public officials and citizens know and 
understand them. 


Comprehensive Planning. A work- 
able comprehensive plan of develop- 
ment, including both physical and finan- 
cial factors, is essential to community 
betterment. Such planning is not static, 
but dynamic. Basic, however, is an 
overall blueprint of long-term develop- 
ment flexible enough to accommodate 
changing conditions. Comprehensive 
physical planning is ineffective unless it 
has a practical price tag. Sound fiscal 
policies should underlie any compre- 
hensive physical development plan. - 

Accounting is perhaps one of the 
most important tools of municipal 
finance. In this area, there has been 
general improvement in the last decade. 
Some communities have made tremen- 
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dous progress, but a great deal remains 
to be done. The Municipal Finance 
Officers Assn. of the U. S. and Canada 
has and will continue to play the lead- 
ing role in improving public finance ad- 
ministration. This professional group 
of over 3200 active public officials spon- 
sors the work of the National Commit- 
tee on Government Accounting. 

One development which has a tre- 
mendous potential in future municipal 
finance administration is EDP. Mu- 
nicipal governments use an amazing 
amount of data. It is difficult to think 
of any basic municipal function which, 
in some way, is not concerned with its 
collection, analysis, interpretation and 
presentation. As municipalities grow, 
become more complex and expand their 
activities, this problem of data process- 
ing becomes more urgent. Decisions 
made by municipal administrators are 


only as good as the information on 


which the decisions are based. If essen- 
tial data is incomplete and unduly de- 
layed, decisions and policies will be 
faulty. If information is not properly 
presented, analyzed and interpreted, de- 
cisions are likely to be wrong. 

We look forward to a comprehensive 
data processing program for appropri- 
ation accounting, budget operations, 
payroll, tax administration, cost analy- 
sis, certain procurement functions, in- 
ventory controls and a host of other 
functions. Effective city planning in- 
cludes the collection, analysis and syn- 
thesis of much data relating to trends 
and population, land uses, community 
facilities, transportation and _ utilities. 
Such data is the basis of most plans for 
future development of our communities. 


Many municipalities have already 
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made good use of EDP and, as a result, 
are better able to fill the needs of local 
governments. Others have made ex- 
cellent plans for the future. Smaller 
municipalities and other units of local 
government can also use this new tool. 
Cooperative arrangements among a 
number of small governmental units will 
enable them to share in the use of EDP 
equipment which they could not afford 
individually. 

Budgeting. In many jurisdictions, 
there have been encouraging trends 
toward the proper use of the budget as 
a management tool. The Hoover Re- 
ports on reorganization of the Federal 
government stimulated a widespread 
movement toward better control and 
execution of public affairs at all gov- 
ernment levels. The presentation in 
these reports of the concept of perform- 


ance budgeting led to many budgetary 
improvements. 

Debt Management. For municipal 
government to succeed and provide re- 
quired services in the years ahead, it is 
essential that there be realistic debt lim- 
itations and efficient debt management. 
Most laws and practices in this area 
date back many years, and are unduly 
restrictive in modern times. Authoriza- 
tions in the future should be mainly for 
general obligation debts within realistic 
debt limitations. 

Financial Reporting. The progress 
of financial as well as administrative op- 
erations of municipal government is es- 
sentially -tied to effective financial re- 
porting. Public approval depends on 
public understanding. Municipalities 
must keep citizens, taxpayers and in- 
vestors in their securities well informed. 
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Powell Elected OEMI President 


Lloyd M. Powell, 
president and chief 
executive of Dicta- 
phone Corp., was 
elected president of 
Office Equipment 
Manufacturers Insti- 
tute for 1961. Mr. 
Powell succeeds Al- 
fred J. Ball, first vice 
president, General 
Fireproofing Co. as 
chief executive of the business equipment 
industry’s trade association. A graduate 
engineer from Purdue, Mr. Powell joined 
Dictaphone in 1926 and rose through sales 
and marketing. He served as the com- 
pany’s general sales manager, became a 
vice president in 1951, and in 1953 was 
named president and a director. He re- 
cently became chairman of the executive 
committee and chief executive officer 
while retaining the presidency. He_ has 
been a director of OEMI for several years. 


“Lloyd M. Powell 


Photek Executives Named 


Sed 


Appointment of 
Laurence Avanzino 
as vice president— 
marketing and A. O. 
Zoss as vice presi- 
dent — manufactur- 
ing and research of 
the newlv - formed 
Textron subsidiary, 
Photek, Inc., Kings- 
ton, R. I., was an- 
nounced by H. A. 
Wark, president. Prior to 


Laurence Avanzino 


joining the 


3-44 


photocopy materials and equipment firm, 
Mr. Avanzino was vice president and 
director of Old Town Corp. He was with 
Old Town from 1953. Before that he was 
associated with Eberhard Faber, Inc. Dr. 
Zoss was formerly with Minnesota Min- 
ing & Mfg. Co., and held the position of 
production manager, Chemical Div., from 
1958. He has also been associated with 
General Aniline & Film Corp.’s Dyestuff 
and Chemical Div. in various production 
and technical capacities. Also announced 
was the appointment of David B. Sargent 


D. B. Sargent A. O. Zoss 

as marketing service manager. Mr. Sar- 
gent, who will be responsible for the firm’s 
advertising, market and product research, 
and sales promotion, was previously with 
Scott Paper Co. Photek is introducing 
photocopying materials and equipment 
that use both wet and dry processes. 


Douglas Sells DataGraphic 


Sale of Douglas Aircraft’s controlling 
interest in DataGraphic Systems, Inc., to 
General Aniline & Film Corp. was an- 
nounced jointly by Douglas Aircraft Co. 
and General Aniline & Film Corp. Data- 
Graphic, a California corporation capi- 
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ANDERSON HICKEY COMPANY 
CREATES EXECUTIVE DESKS 
WITH LIFETIME SURFACES OF 


NEVAMAR 





ore ARR Re emage ss BES 





Executive desks by Anderson Hickey show the mark of 

Dis is the craftsman both in design and quality of construction. 
1 ° NEVAMAR high-pressure laminates have been selected 
NEVAMAR to fashion satin-smooth tops of lifetime durability. 
+ acotan fo lune anes NEVAMAR keeps its beauty thru all the hazards 


> WITHSTANDS BOILING WATER 


> DESIGNED FOR LONG LIFE encountered in the office. It repels stains and scars, 


AnD LASTING BEAUTY 
unl mem wommat Use never needs refinishing and requires a minimum of care. 
set net > WOT AFFECTED BY ALCONOL, 
ORDINARY INK On Time 


Fooaratte od by pagan. SL te Photo; Executive Desk, available with island or leg base. 
Good Housekeeping /, casy 10 cucan 3 
nd we 


on a (as Drawers have smooth ball-and-roller action. In gray, dark 
a cy) green, mist and green desert sage. Manufactured by Anderson 


Hickey Company, 915 Cherokee Ave., Nashville 7, Tenn. 


NEVAMAR conforms to NEMA specifications 


NEVAMAR DIVISION: 


THE NATIONAL PLASTIC PRODUCTS COMPANY 


Saran and Nylon Fibers—Nevamar High-Pressure Laminates—Wynene Extruded and Molded Products 
® ODENTON, MD. © NEW YORK, N.Y. © LONG BEACH, CALIF. © MIAMI, FLA. © CHICAGO, ILL. © DENVER, COL. 
PORTLAND, ORE, ® SAN FRANCISCO, CALIF. © CHARLOTTE, N.C. © MEMPHIS, TENN, © INDIANAPOLIS, IND, 


For More Information Circle No. 466 








SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















MUN Live. 


80 RIDGE ROAD, NORTH ARLINGTON, N. J. 


TELEPHONE WYMAN 1-5100 (NEW YORK: HANOVER 2-5425) 




















For More Information Circle No. 397 
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talized at a million dollars, was owned 
jointly by Douglas and General Aniline 
& Film Corp. It began business Jan. 1, 
1959, developing and marketing machines, 
materials, techniques and systems for 
microfilm miniaturization and data han- 
dling. General Aniline & Film Corp. 
through its Ozalid Div. has been in the 
field of microfilm miniaturization and data 
handling for some years and intends to 
expand its activities in this industry. 


AOSEA Elects Officers 


American Office 
Supply Exporters 
Assn. elected Don 
Abbate, export man- 
. ager, Oxford Filing 
Supply Co., as its 
1960-61 president. 
Also named were: 
George R. Smith, 
export sales man- 
ager, Esterbrook Pen 
Co., as vice presi- 
dent; Tracy Higgins, Higgins Ink Co., as 
treasurer; Gordon N. Steinmetz, export 
sales manager, Sanford Ink Co., as ex- 
ecutive secretary. The board of directors 
will continue to serve for another year. 


Heads SCM Calculator Sales 


Appointment of 

James W. Lindsey 

as national sales 

manager — calcula- 

tors, was announced 

by Leslie C. Over- 

lock, vice president 

—marketing, Smith- 

x Corona Marchant, 

, 2 Inc. Mr. Lindsey 

J. W. Lindsey will have full sales 
responsibility for 

Marchant calculators and adding ma- 
chines in the U. S. and Canada. In his 
new post he will report to Ward J. Koepe- 
nick, vice president and general sales 
manager—office products, and will be 
headquartered at the new corporate office 
at 410 Park Ave., New York. Until re- 
cently Mr. Lindsey was general manager 


Don Abbate 
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of Marchant Calculators Ltd., Canada. 
He started selling Marchant calculators 
in 1950 after several years in office man- 
agement, and accounting machine sales. 
He became a top sales producer for Mar- 
chant in the Seattle area and was pro- 
moted to agency manager, Vancouver, in 
1957. ; 


Old Town Sales Manager 


Appointment of 
Edward F. MacLean 
as general sales 
manager was an- 
nounced by .Old 
Town Corp., maker 
of carbon papers, 
inked ribbons, spirit 
duplicating ma- 
chines and supplies 
of Brooklyn, N. Y. 
Mr. MacLean brings 
to this post a well rounded background 
in the photocopy, office equipment and 
supply fields. He was a former vice presi- 
dent of Thermo-Fax, Minnesota Min. ; & 
Mfg. Corp. 


Letterex-Allied Merger 


Negotiations are 
complete to merge 
Letterex Corp., 
Washington, D. C., 
with Allied Paper 
Corp., Chicago. Ac- 
cording to William 
W. Bradford, Let- 
terex president, the 
merger will be by an 
exchange of stock. 
Mr. Bradford will 
continue to direct Letterex as executive 
vice president. William S. Humphreys, 
vice president, will continue to head over- 
all sales, and Charles D. Hudson, vice 
president, will stay on as direct sales mana- 
ger. 


E. F. MacLean 


W. S. Humphreys 


Stenocord on Long Island 


Stenocord of America, Inc., eastern dis- 
tributor of Stenocord magnetic belt dic- 
tating machines, has consolidated its home 
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finding and filing 
takes just 
Seconds ‘ 


with BARKLEY TAB GUIDES 


Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both 
angled and magnified—takes only a 
glance to find the file you want. And 
Barkley Tabs are durable—stand up 
under constant use for years. The next 
time you make up your supply list... 
be sure to add Barkley Tab File Guides 
. at the top. 


At all leading stationers. 


C.L. BARKLEY & CO. 


1220 W. VAN BUREN ST. « CHICAGO 7, ILL. 
For More Information Circle No. 340 





DIES ano PROOFS PF 


DEALERS 
WANTED 


DEWBERRY ENGRAVING con 


BIRMINGHAM 5 ALABAMA 
For More Information Circle No. 341 
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| office and warehousing facilities at its new 


location, 37-20 48th Ave., 
City 1, N. Y. 


Long Island 


| Records Management Seminar 


Supervisory personnel from industrial 


and municipal departments in the Trenton, 
| N. J. area recently attended a records 
| management seminar sponsored by H. W. 
| Clopp of Trenton and Oxford Filing Sup- 
| ply Co. Aimed at the executive responsible 


for improved office procedures, the pro- 
gram was devoted to current developments 
in filing equipment and methods. Part of 
Oxford’s continuing program of field sup- 
port for dealers, the seminar was con- 
ducted by Mary Chadwick, Oxford’s di- 
rector of systems service and systems 
training, and George W. Hammarth. 


Wassell Announces Lease Plan 


Wassell Produc-Trol scheduling boards, 
Wassell Work Organizer Corres-Files and 
Rotor-Files and most other products of 
Wassell Organization, Inc., Westport, 
Conn., are available on lease for the first 
time. Equitable Leasing Corp., New York, 
will handle the leasing operation through- 
out the U. S. under its Equilease plan for 
all except minor and expendable products 
in the line. 


Autopoint Ad Manager 


Gardner Moon was appointed advertis- 
ing manager for Autopoint -Co., Div. of 
Cory Corp., Chicago manufacturer of 
pens, pencils and advertising specialties. 
Mr. Moon will handle advertising and sales 
promotion and report to the executive vice 
president, Sol Shulman. Before joining 
Autopoint, Mr. Moon was product adver- 
tising manager for several traffic appli- 
ances with the Sunbeam Corp. 


Digitronics Marketing Post 

Election of Lester Krugman as vice 
president in charge of marketing services, 
a newly created post, was announced by 
Eric A. Haight, chairman, Digitronics 
Corp. Mr. Krugman most recently was 
president of L. Krugman Associates. Pre- 
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viously, he was vice president in charge of 
marketing for Emerson Radio & Phono- 
graph Corp., and vice president in charge 
of advertising and public relations for 
National Telefilm Associates. 


Friden Export Director 


Appointment of Frank M. Bolek as 
director of international marketing for 
Friden, Inc., succeeding the late William 
W. Porter, was announced by Walter S. 
Johnson, president. Mr. Bolek has been 
with Friden since 1957 as sales manager 
of the Friden Western Export Corp. and 
assistant to Mr. Porter. Prior to joining 
Friden, he was in the sales division of 
another office equipment firm, rising from 
salesman to sales manager for the com- 
pany’s distributor in Medellin, Colombia. 


Voicewriter Ad Director 


Appointment of Robert S. Adams as 
director of advertising and sales promo- 
tion, Voicewriter Div., Thomas A. Edison 
Industries, was announced by Charles H. 
Goddard, division vice president. Before 


this appointrnent, Mr. Adams served with 
the company’s sales organization in New 
England. Prior to joining Edison, he was 
vice president in charge of advertising and 
merchandising, Towle Mfg. Co., New- 
buryport, Mass. 


NOMDA Expands Activities 


National Office Machine Dealers Assn. 
will expand its international activities be- 
yond Canada, Mexico, etc., to include 
Europe. NOMDA is offering members a 
16-day European meeting and tour at $559 
per person. Transportation is by jets with 
stopovers at London, Paris, Hannover, 
Nurnberg and Frankfurt. Highlight of the 
trip, which will include meetings with sev- 
eral of the office machine dealers groups 
in Europe, will be several days at the Han- 
nover Fair. NOMDA also announces that 
Eugene Woods, formerly of the Oregon 
Journal, was named assistant to the asso- 
ciation’s executive secretary. The move 
was dictated by the growth in NOMDA 
membership and expanded program of 
activities. 











AUTOSTACKER 


Increases Production of A. B. Dick 
Models 350 and 360 Offset Duplicators 


The dependable Autostacker increases duplicator receiving capacity 
to 10 reams—matching machine's feeding capacity. You avoid 
9 interruptions in every run of 5000 copies. When run is completed, 
et move away the 5000 copies on dolly; put second dolly in place 
or next run, Low-cost Autostacker comes with 2 dollies, 4 paper 
control wheels, 4 chutes for envelopes, etc.; matches your duplicator. 
See Your A. B. Dick Dealer or Write for Literature. 

Designed and Guaranteed by 


GRISWOLD DUPLICATING PRODUCTS, INC. 
30 Years in the Duplicating Field 
2808 W. Temple St., Los Angeles 26, Calif. 


For More Information Circle No. 271 











MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 


AUNDERS 


MFG. CO., INC. 





SEND FOR 


P. O. Box 243, Winthrop, Maine NEW CATALOG 


LIGHTWEIGHT WEATHERPROOF 





For More Information Circle No. 337 
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OFFICE AIDS BY 


: spell 


volume sales and profit! 


FLEXIBLE STEEL KLERADESK — MODEL D. 
Combines three vertical compartments 
— two horizontal sections. Indexed for 
greatest filing efficiency. 


—™ 


sii 


Flexible Steel Kleradesk Attaches to 
Model 6V. Provides pro- 


tective place for papers. 


File-A-Sist. 
file drower. 
free. Removes instantly. 


“Capillary Action"’ 
Handi-Pen 
Desk Sets 


Cata-Rack 
for Catalogs 
and Books 


Adapto-Rack 
Sectional 
Organizer 


Federal Finance Process 


(Continued from page 98) 


ports and activities are subject to 
analyses and audits, but reliability is 
assumed to be a characteristic of the 
underlying data, whether processed 
manually or mechanically. Otherwise, 
the data would not be used for deci- 
sion making. We expect that the as- 
sumed reliability has been, or will be, 
proved. 

8. Full disclosure is required. Mean- 
ingful reports are essential for operat- 
ing management purposes, for the 
needs of central financial management 
organizations such as the Bureau of the 
Budget, for supplying information to 
Congress, and for keeping the interested 
segments of the public advised on ac- 
complishments and plans. 

9. Nonrevenue or nonprofit organi- 


| zations are the general rule in the fed- 


| eral government. 
Leaves hands | 


Agencies which have 
revenues do not operate for profit. 
They ordinarily establish prices to re- 
cover part or all of their costs. Hence, 
revenues are not available or useful for 
matching with costs to determine profit, 


| which is one measure of the efficiency 

er success of an operation. 
| measure is missing, more emphasis is 
_ placed on the other means of gauging 


Since this 


effective performance, such as operat- 


| | ing budgets. 


“Build Up" 
Horizontal 
Desk Tray. 


No-Over-Flo is Ideal 
Sponge Sanitary 
Cup Moisteners 


& 


Write today for full information and prices. | 


12-1 Sengbusch Building 
Milwaukee, Wisconsin 


For More Information Circle No. 246 
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10. Government customers are large- 


| ly captive buyers. Therefore, customers 


in most cases do not exercise the type 
of controls found in commercial enter- 
prises. The buyer cannot avoid a gov- 
ernment agency as easily as he can 
change grocers. Government agencies 
are likewise in some instances captive 
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TWO WAY SALES PLAN 
THAT MEANS GREATER PROFIT! 


Attractively packaged, top quality 
carbon second sheets, prompt deliv- 
Se ae your customers under your 
abel. 

DEMONSTRATOR kit assures first 
sale and automatic repeat sales. 
Write for Samples and Dealer Plan 


THE EXLINE-LOWDON 
. COMPANY 
1818 S. ERVAY © DALLAS, TEXAS © HA 1-2177 


NEW COPY MACHINE BASE 


Here’s a handy space and time saver. The new 
“Marconi” Copy Machine Base is designed to fit 
under Thermo-Fax*copy machines. lf gives you 
convenient under-machine storage, eliminates 
cluttered werk areas and saves time in copying. 

It is rigidly constructed of 19 gauge steel 
with durable enamel finish non-skid molded 
rubber feet and recessed top to hold machine’s 
feet securely. Standard neutral color blends with 
any office decor. All this at extremely low cost 
ot $12.95 for “‘Secretary’’* base and $11.95 for 
“Courier’’* base. Plus postage. 

Order now or send for literature. 


Endicott Machine & Tool Co., Inc. 

Box 420 Endicott, New York (Dealers Wanted) 
*Trade-marks of Minnesota Mining & Mfg. Co. 
For More Information Circle No. 382 





BALL POINT 


a4 PENS « 


WHOLESALERS 2 DEALERS 


Exclusive Territories Open! 


Be the Scotty distributor in your 
area. Make the extra profit. 


The pen color is the ink color! 

Medium Point 39c Fine 4%9c Broad 59c 
Eight Brilliant Colors and Repro Inks 
Every Pen Is guaranteed perfect 
Special prices for bids 

Double your net profit with SCOTTY Pens 
and standard refills © Bulk and single pack 
Write for catalogue sheets and discount on 
other styles of pens and desks sets. 


SCOTTY ENGINEERING CO. 


8 Minna Street * San Francisco 5, Calif. 
For More Information Circle No. 383 
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Cio-C-C03 


COPY 
HOLDER & 
LINE SPACER 


$17 67 
= aaa 
Line guide extends to 17 
e Holds notes %¢" thick 
Single and double spacing 
Gentle-touch space bar 
Anti-noise cushioned 
Steel construction 
Flat-fold storage 


Companion Cop-e-Ett with manual 
line indicator 87.95 
Slightly higher in the West 
SOLD AT DEALERS EVERYWHERE 


manufactured by: 


& 
COMPANY 


FURLONG, PENNSYLVANIA 
For More Information Circle No. 384 
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THE ONLY BOOK 
OF ITS KIND! 


includes: 


CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 

STENCIL DUPLICATING, 

RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA), 
CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER), 


FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
IMPRESSION STAMPS, 

ADDRESSING METHODS, 

TABULATING MACHINES, 

SIGNATURE MACHINES, 

OTHER IMPRINTING MACHINES. 
BINDING AND FINISHING EQUIPMENT. 


Over 200 pages of helpful informo- 
tion, and illustrations (including 100 
pages of advertising by duplicator 
manufacturers, with Buyer's Guide 


index). 
CEQESERERRERRREPEREREERTUREREAEE 


OFFICE PUBLICATIONS, INC. 
232 Madison Ave., New York 16, N. Y. 


TT 
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Describes all office reproduction and 
duplicating processes. Time-saving 
charts show at a glance which proc- 
ess to use for best results in any situ- 
ation. Tells how to make the most 
economical use of whatever dupli- 
cating machines an office may now 
have—how to combine the advan- 
tages of one process with those of 
another to save time and money. 
Also tells when not to use certain 
methods. 


MANUAL 
e); 
OFFICE 


f 


ZODUCTI 


Published 


end of 
956 


Please send me copies of the MANUAL OF OFFICE REPRODUCTION 
of $3.25 a copy, postpaid. (] | enclose remittance. [] Send invoice. 


Zone ... .Stote 
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customers of other agencies; for ex- 
ample, they ordinarily are required to 
have their printing done by or through 
the Government Printing Office. 

11. Stewardship is a major respon- 
sibility of the management of each gov- 
ernment agency. The agency head or 
- bureau chief has the relationship of an 
agent to his principal to do his assigned 
task well. He reports to the President, 
to Congress, and to the taxpayers. He 
is in a position of trust, not only be- 
cause public funds and property are 
involved, but also because of the broad 
authority granted him to carry out pro- 
grams of national significance. 

12. Fund sanctity must be observed. 
Financing authority, for example Con- 
gressional appropriations to an agency, 
must not be exceeded by over-ordering 
or over-expending. Each subdivision 


made of the appropriation, such as al- 
lotments within an agency, may be used 
up but cannot be exceeded. Where re- 
volving funds are established, their 
authorized amounts of financial capital 
must also be kept inviolate; collections 
must equal disbursements so that the 
financial capital is not impaired. The 
establishment of numerous allotments, 
revolving funds and other fund subdi- 
visions, compounds administrative prob- 
lems but does not change the basic rule 
of fund sanctity for each subdivision. 
Neglect of one or more of the fore- 
going premises is_a cause of some of 
the basic problem areas in federal 
budgeting, accounting and reporting. 
These problems have the continued at- 
tention of the General Accounting Of- 
fice, Bureau of the Budget, Treasury 
Department and _ federal operating 





SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 
MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 


HORDER’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, Hil. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


S A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 339 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 


For Filing Rooms, 
Stock ~esn Vaults 


Strong—Easy to Move, 
Easy to "Climb. 


Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
13 heights — 4 

Circular 

56-0 and prices. 
1. D, COTTERMAN, Mfr. 


123 W. Spring Avenue 
Naperville, iM, 





For M More information Circle No. 345 





PEOPLE ALWAYS "‘BORROWING'' YOUR PENS? 


= — i 


Get Penci-Pen with YOUR NAME printed on each pen. 
Red, Blue, Black, Green pre-tested Formulabs quality 
ink flows smoothly, evenly thru all-brass 5%” long cart- 
ridge with .039 Medium Point Ink colors may be 
assorted. 1 line imprint 40 letters. Money back guar 
antee. You can’t lose. Sample pen (blank) send 25c 
Imprint prices for same name on each pen: $3.00 dozen, 
WE PAY POSTAGE. 

3 doz. — $2.90 doz. 6 doz. — $2.75 doz. 

8 doz. — 2.50 doz. 12 doz. — 2.00 doz. 


Order NOW from: 


GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pa. 

















For More Information Circle No. 347 


An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 
Insist On A 
FUTURISTIC 
GALAXIE 


Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
For More information Circle No. 348 


CASH REGISTER 














£ morte RE ¢ ORPOR ATION 


r & Parts C« 


nternational Cash Registe 


7 E. Evergreen Ave Mt. Pro 


spect, Ill 


For More Information Circle No. 351 





| agencies as part of their efforts under 
| the Joint Program to Improve Finan- 


cial Management in the Government. 
The solutions rest on many factors. 
Among these are the need for a much 
wider recognition of the nature and 
significance of the problems, and for a 
basic understanding of the fundamen- 
tal concepts and underlying premises. 


We can illustrate one problem area 
by examining the first of the above 
list of attributes and premises: the gov- 
ernment agency and its field offices, and 
each of its appropriations and other 
fund subdivisions, are financial entities, 
at least for budgeting, accounting and 
reporting purposes. With several en- 
tities, the question arises as to whether 
to emphasize the accounting for the 
funds alone, as is sometimes done, or 
for the operating organization includ- 
ing funds, property and all other 
resources. The availability of E.A.M. 
or of more sophisticated data process- 
ing equipment would not provide a 
guide for operating management to 
make the decision. The answer depends 
on recognition of (a) management’s re- 
sponsibility for all assets and other re- 
sources, and (b) the fact that all re- 
sources are used to manage the operat- 
ing entity. For example, where all re- 
sources are recognized, plans and 
budgets take into account the avail- 
ability of cash, inventories, goods and 
services on order (to be received in the 
budget period), equipment and other 
factors, such as inventory levels to be 
maintained. Managerial accounting and 
reporting follow. Costs of each func- 
tion, activity, organizational unit and 
significant end product become impor- 
tant. Costs of performance in the per- 
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f “Tomorrow we will get " Ona. U-BOW RACK! 


organized with we 


een 





Organizes Anything! Evans U-Bow takes refer- 
ence books ... catalogs . . . ledgers . . . maga- 
zines. You name it—this organizer holds it 
securely! Expands to 4 feet! Adjusts to size to 
meet your requirements! Closes to fit in desk. 
Sturdy Aluminum! Rack is lightweight, compact. 
A real aid to more efficient office operation! 
See your dealer or contact 


EVANS SPECIALTY CO., Inc. 


Dept. A 
2401 Venable Street P. O. Box 8128 Richmond, Virginia 
For More Information Circle No. 396 











You Get Full Visibility and 
Save 70% in Space with 


KRAFT ROTARY FILES 


KRAFT ROTARY FILES have wheels 

that swing out to provide 100% visibility 

for all records which easily travel to the 

hands of one or more seated operators. 

New records can be immediately inserted 

in any part of the file—and old ones 

removed just as easily. 

REMOVABLE TRAYS simplify work 

distribution among several persons. 

CARD RECORD MODELS are avail- 

able to hold up to 125,000 5” x 3” cards 

or relative quantities of 6” x 4”, 8” x 5” 

and other size cards. Models for LETTER 

and LEGAL SIZE FOLDERS are also 

available. 

All models allow great savings in floorspace. All Kraft 
Filing Equipment embodies exclusive features not 
found in other files. That is why the sale of Kraft 
Rotary Files has been so successful in other countries 
and will soon be available in the United States. 


GUILLERMO KRAFT LTDA. S.A. 
319-27 Reconquista St., Buenos Aires, Argentina 


For More Information Circle No. 374 
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The Ink Link 


—a time-saving accessory for 1250, 
1275, 1250AF and 1275AF Multiliths 


° 


Prevents loss of ink balance, saves paper, 
simplifies press operation. 


Ostwald Industries, Inc. 


STATEN ISLAND 8, N. Y. 


For More information Circle No. 389 
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VISUAL CONTROL BOARDS 


ti ore mo oe eo 
— wesc rte eto 


PRODUCTION Sf ATI 
mat eta. 
” 


om 


Make Card and Peg Systems 


No fuss . - no mess with cards, 
signal devices with “‘Maggie” Control Systems. 


etic 








WHEN YOU SEE — 


Ker & 


THINK OF QUALITY 


CARBON INTERLEAVED SINGLE SET 
CONTINUOUS & TABULATING 
CUSTOM, STOCK & STANDARD 

FORMS 


DISTRIBUTED THROUGH DEALERS & 
STATIONERS EXCLUSIVELY 


NATIONAL LITHO FORMS CO. 


18423 EUCLID AVE CLEVELAND 12, OHIO 


For More information Circle No. 391 








pegs, or other | 


Permanent colored magnetic indicators that move | 


with finger-tip ease offer the easiest, quickest 
way to chart sales, production, inventories, traf- 
fic, etc. The first cost is the last cost because 
there are no cards or pegs to replace. 


kits—board and Seats 
Oars at $49.50. 
For further information, write to: 
pesto lege ploMerstetesolch stom st-tilel metic t-ele) ge) 
11 West 42nd fa es Ch ae Go) aise ee 
For More Information Circle No. 390 
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(Ot en ecient 


A LIGHT TOUCH 


makes 


NEAT ERASURES 
with a 
RUSH- 


=F YBRGLASS 


ERASE, 

No slip sheet needed be- 
tween carbon and copy. No 
erasing shield — the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 

Order from your dealer or 
send 50¢ and dealer’s name, 


THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 








For More Information Circle No. 392 
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iod receive emphasis, rather than only 
the monetary amounts of goods and 
services ordered in the period, or 
amounts disbursed. 


Accounting for ‘appropriations and 
other fund entities is not secondary in 
importance to accounting for operating 
entity. Accounting for fund entity must 
be accomplished to meet requirements 
of law and for the management of 
funds authorized to order and pay for 
goods and services. However, such ac- 
counting and reporting should not over- 
shadow the significance of the reason 
for the agency’s existence—the per- 
formance of assigned objectives. Budg- 
eting and accounting in the federal gov- 
ernment must serve the somewhat di- 
verse needs of the interested parties: 
Congress, Bureau of the Budget, sev- 
eral other central agencies (such as the 
General Services Administration for 
property management), and the public, 
as well as the needs of agency operat- 
ing management. The needs of the 
agency come first, since this is the or- 
ganization with the basic operating re- 
sponsibility. Performance is the para- 
mount objective in which all manage- 
ment levels in government are inter- 
ested. 


In applying the premises and con- | matic hopper that wil 


cepts, each agency is to follow the | 


broad guidelines established by govern- 
ment central financial agencies, but 
must recognize that it has the basic re- 
sponsibility for good financial manage- 
ment, including the use of modern data 
processing methods. Its systems must be 
tailored to its operating needs. Its budg- 
eting, accounting and reporting must be 
correlated with its program planning 
and execution. 


Tue Orrice—January, 1961 





Some Day You May 
Wish You'd Bought This 


NEW 


Auto-Shred 
Now! 


‘ee on, 


Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
ey data, specifications and business rec- 
ords of many kinds find their way into un- 
authorized hands— after someone thought 
they’d been destroyed. 

This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 


| steel slitters driven by a powerful 1/3 horse- 


power motor, convert correspondence, ledger 
sheets, sales-reports and other confidential 
records into 14” shreds even slicing thru 
pepe clips and staples. It’s en ae 
ardly know it’s being used. It has an auto- 
take up to 100 sheets 
of paper at a time and oF pemy | hand feed 
for stapled, clipped, pinned or folded papers. 
It’s completely enclosed (positively safe) in 
a gracefully designed fiberglass case that 
matches the practical appearance of other 
office equipment. 


Write for catalog giving full 
information and 10 day free 
trial offer. 


SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 


103 Mill Street Salem, Ohio 
For More Information Circle No, 338 
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VERTI-FILE 


See how a VERTI-FILE 
installation can save 
you up to 58% in floor 
space? Gives you more 
room to move around in. 


* TM. REG. U.S. PAT. OFF 


CUT FILING COSTS IN HALF WITH VERTI-FILE 


Save up to 50% in equipment costs by converting to the vertical shelf 
concept perfected by Royal’s DeLuxe VERTI-FILE* system. This advanced 
idea in record-keeping can save up to 58% in floor space and make 
filing up to 35% faster, easier, more accurate, too. All this in addition 
to traditional Royal construction quality and 

exclusive design features. Write today for com- 

plete information to DeLuxe Metal Products 

Division, Royal Metal Manufacturing Company, © 
Dept. 7-A, One Park Ave., New York 16, N. Y. DELUXE WpiviSION 
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National Office Furniture Assn., Coliseum, 
New York, Feb. 23-26. ' 

National Stationery & Office Equipment 
Assn. Western Convention & Exhibit, 
Biltmore Hotel, Los Angeles, Feb. 24- 
26. 

Office Management Assn. of Chicago, Con- 
rad Hilton Hotel, Chicago, Feb. 27- 
March 2. 

American Management Assn. Data Proc- 
essing Conference, Statler Hilton Hotel, 
New York, March 6-8. 

National Microfilm Assn., Sherman Hotel, 
Chicago, April 4-6. 

Office Equipment Manufacturers Exhibits, 
Coliseum, New York, April 17-21. 

National Office Management Assn., Kiel 
Auditorium, St. Louis, May 8-10. 

Insurance Accounting & Statistical Assn., 
Biltmore Hotel, Los Angeles, May 14- 
es 

New York Stationery Show, New Yorker 
Hotel, New York, May 14-19. 

Institute of Internal Auditors, Queen Eliza- 
beth Hotel, Montreal, Canada, May 21- 
24. 

National Society of Business Budgeting, 
Statler Hilton Hotel, Dallas, May 25-26. 





National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 18-21. 

National Machine Accountants Assn., 
Royal York Hotel, Toronto, Canada, 
June 28-30. 

National Society of Public Accountants, 
Denver-Hilton Hotel, Denver, Aug. 28- 
Sept. 1. 

National Assn. for Bank Audit, Control 
& Operation, Conrad Hilton Hotel, Chi- 
cago, Sept. 11-13. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 23-27. 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 25-27. 

National Institute of Governmental Pur- 
chasing, Commodore Hotel, New York, 
Oct. 8-11. 

Systems & Procedures Assn. of America, 
Cleveland, Oct. 9-11. 

National Business Forms Associates, 
Americana Hotel, Bal Harbour, Fia., 
Oct. 23-26. 

National Business Show, Coliseum, New 
York, Oct. 23-27. 

American Institute of Certified Public 

Accountants, Palmer House, Chicago, 

Oct. 29-Nov. 1. 





3 SIZES 


19 x 25 
24 x 30 
28 x 40 


Meet 
all 
Bindery 
Requirements 


SUPER SPEED BINDERY TRUCKS SAVE MINUTES 
INUTES MEAN MONEY 


All metal bindery trucks combining low cost 
with convenient durable performance. Re- 
movable shelves also pivot up and out of the 
way always giving you a top shelf. Its ver- 
satility saves minutes. Minutes mean money, 


Write for information Dept. 1-O. 


4 Super Sheed PRINTING MACHINERY, INC. 


742 SOUTH SHERMAN STREET - 


CHICAGO 5, ILLINOIS 
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ADVERTISERS 


Acco Products 
Acme Visible Records, 
Addo-X, Inc. .. 


Addressing Machine Co. of California 


Aigner. Go, 6. 3 -Multigraph me, 
Aigner, ‘ 

Akro-Mils, 

Allied Pow '& Ribbon ‘Mfg. Corp. 
Alvin & Co, 

Amberg File & Index Co. 
American ero | Machine Co. 
American Geloso Electronics, Inc. 
American Numbering Machine Co. 
American Stencil Mfg. Co. . 
American Type Founders Co. 

Ames Supply Co. xen 

Ampto, 

Applied pee ae Corp, | 

Apsco Products, Inc. ; 
Arlington Aluminum Co. 

Arrow Fastener Co. 

Associated Industrial Designers 
Associated Plastics Co ; 
Atlas Stencil Files Corp. 


Bankers Box Co. . 
Barkley & Co, C. We 

Bell hy Howell Co. .... 
Bendix rong fe Division 


Bentson Mf 

Beveo Fratton Mfg. ‘Co, 
Bohn Duplicator Co. 
Bomont, Inc. 

Borroughs Mf Mfg. a bs pies 
Brady ane 
Bruning Co.., ug | a, 
Bunn ¥ B. H. 

Business Electronics, Inc. 


Calculagraph Co. . 

Calor Copy Corp. 

Can-Pro Corp. 

Cashere Corp. 

Castex Etb. 

Catskili Craftsmen, Inc. ... 

Cel-U-Dex Corp. ... ; 

Challenge Machinery Co. . 

Chandler & Price Co. ..... 

Cheshire, Inc. . 

Cincinnati Time Recorder Co. 

Clarkson Press, Inc. 

Clarotype Co. 

Codex Book Co. wD 

Codo Mfg. Corp. . 

Cole Steel ‘aeclesnent Co. 

Colonial Carbon Co. .. 

Columbia Ribbon & Carbon durseah Co. 

Comptometer Corp. ..... 
pease Corp. 

Copycat fe. OE A 

eee. ay eke : 
Cotterman 

Covercraft a” 

Curtis-Young Corp. 


ES SS See rrr sre 
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Delplanque-Guyenne, Ets, L. 
Deluxe Metal Products Division 
Denominator Co. .. 

Dewberry Engraving Co, 
Dictaphone Corp. 

saree pe a Inc. 

Diebold, he TORS 
Diehl Calculating Machines, ‘Inc. 
Direct Image Corp. ; : 
Ditto, Inc, ... 

Dixon Crucible Co., Joseph os 
Documat. Inc, . 

Dorson Corp, 

Dreusicke & te. ‘KG. Wilhelm ... 
Dupli-Typer Corp. 

Dymo Industries, Inc. 


Eastman Kodak Co. (Ektalith) 
Eastman Kodak Co. (Verifax) . 
Eichner Organisation 

Endicott Machine & Tool Co. ......... 
English Numbering Machines, Ltd. . 
Eraser Co. bass 
Esleeck Mfg. C 

Eureka inarietiy. friating Co. 

Evans Specialty C 

Ever-Safe Co. 

Exline-Lowdon Co. 


Faber-Castell! ees Pat A. W. 
Faber, Inc., Eberha 

Facit, Inc. 

Farrington Business Machines s Corp. 
Federal Mining & Mfg. Co. 
Felins Tying Machine Co. 
Fletcher Paper Co. 

Force & Co., Wm_A. .......... 
Forms, Inc. exe bk 
Frankel Mfg. Co. .......... 
eS 

Funk & Co., R. . 


Gardner Stamp Co. 

Gates Acoustinet, Inc. 

General Fireproofing Co. 

Gestetner Corp. 

Goes Lithographing Co. - 

Goodkin Co.. M. P. : ea 124, 
Graphic Systems ..........-.... ro 

Greif Werke A.G. inka 
Griswold Duplicating Products, “ee 
Gruber Products Co, : 


Haloid Xerox Inc. ie 
man eee 

Heller Roberts Mfg. Corp. ..... 

Heyer, Inc. 

Howard Paper Mills, Inc. 

Hunt Pen Co., C. Howard 

Hush-A-Phone. Corp. 

Hygienic Dental Mfg, Co. 


Industrial Shredder & Cutter Co. 

Interchemical Corp. .... 

Inter-Continental Trading ‘Corp. ‘(Olympia) iu 
Inter-Continental Trading Corp. (Telefunken) 
International Business Forms, Inc. 
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International Office Appliances, Inc. .. 
Interstate Metal Products Co 
Interstate Rubber Products Corp. ...... 


Jasper Desk Co. 


Kenro Graphics Inc. ......... 
Kimberly-Clark Co, 
Koh-l-Noor, Inc. 

Kraft Ltda., 


Lagomarsino-FAl 
Lassco Products, Inc, 
Lee Products Co. 
LeFebure Corp. 
Lennox — 
Letterex 

Litho-Art se aA 
Ludwig Inc., F. G. 


Maggie Magnetic Visual Aids Corp, 

Mailers Equipment Co. 

Manpower, Inc. 

Marginator Co. 

Master Addresser Co, 

Mead-Lee Associates 

Mechanical Enterprises, Inc. 

Meilink Steel Safe Co. 

Pree | Industries, 

Metal Specialties, ‘Inc. 

Methods Research Corp. 

Michael Lith Sales naa (Destroyit) 

Michael Lith Sales Corp. (Triumph) 

Miller-Trojan Co. 

Mim-E-O Stencil Files Co. .................... 

Minnesota Mining & Mfg. Co. 
(Microfilm Products 

Minnesota Mining & 
(Thermo-Fax) 

Momar Industries 

Monroe Calculating Machine Co. 
(Accounting Machine) 

Monroe Calculating Machine Co. 
(Calculating Machine) 

Moore Business Forms, Inc. 

Morris Co., Bert M. 

Multistamp Co. 


Nardon Mfg. Co. 

National Bundle Tyer Co. 

National Cash Register Co. 

National Litho Forms Co. 

National Plastic Products Co. (Nevamar) 
National Plastic Products Co. (Saranspun) .... 
Nippo Machine Industry Co., Ltd 

Nord Photocopy & Electronics 

North American Philips Co. 

NuArc Co. 


Office Management Assn, of Chicago 

Office Products, Inc. 

Office Publications, 

Office Research Institute, Inc, 

Old Town Corp. 

Olympia Typewriters .. 

Ostwald Industries 

Oxford Filing Supply Co. ..................605. 


Paige Co. 

Paper Manufacturers Co. 
Paper Welder, Inc. 

Parsons Paper ‘Division ... 
Paterson Parchment Paper Co. 
Peerless Photo Products, Inc. 
Photorapid Corp. 

Photostat Corp. 

Pitney-Bowes a (Folder & Inserter) 
Pitney-Bowes Inc. (Scales) 
Planoramics 
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Phastic Binding Corp. 

Plymouth Rubber Co. ............ 
Polychrome Nat ob 
Port Huron Sulphite & Paper Co. 
Posting Equipment on. pale 
Precision Mfg, Co. 
Print-O-Matic Co. 

Pronto File Corp. 

Purnyea Mfg, Co. 


Record Files, Inc. 
Regna Cash we 08 eh Inc. 
Renneker Co., H. H, 
Rite-Line Corp. 
Rogersnap Business Forms 
Rol-Dex Division 
Rose Ribbon & Carbon Mfg gi 
Ross-Martin Co. Tectemation Letter) 
Ross-Martin Co. (Systemation Seminar) 
oe McBee Corp. na nl 
Te McBee ee. (Royfax) . 
bermaid, Inc, 


S$ & M Distributing Co. .... 0... eee eee eee 
SADA S.p.A, Duplicatori ed Affini 

Sadolins Inks of Denmark, Ltd, 

Saunders Mfg. Co. 

Scan-Am Co, 

Schweitzer Division, Peter J. 

— Co. 


Seonb Engineering Co. 
usch Self-Closing Inkstand Co. 
(Desk Set 

busch 


Shredmaster Corp. 

Smead Mfg. Co. 

Smith-Corona Marchant, Inc. 7 
(Electric Typewriter) Inner Front Cover 

Smith-Corona } gga Inc. (Litho-Rite) ..238, 239 

SoundScriber Corp. 182 

Speed-O-Print Corp. 

Standard Duplicating Machines Corp. 

Staplex Co, 

Stationers Loose aad 

Stein Bros. Mfg. Co 

Stevenson & Smith, Inc. 

Stile-Craft Manufacturers Inc. 

Super Speed Printing Machinery, | 

Syntron Co. 


Teletype 

Thomas Collators, Inc, kee 
ph Sy Pee ire eeaeey 
Transkrit Corp ; 

Triangle se Lal Machines, Inc. 


Underwood Corp, 


Van Son Holland Ink woe. ne 
Varilyper Corp. Ath 


Venus Pen & Pencil Corp. 
Vernon Inc., S. E. & M 
Victor Adding Machine Co. 
Virginia Panel Corp. 
Vogel-Peterson Co. 


Wassell Organization, 

Watson Mfg. Co. 

Whiting- Hever Paper Co. 
Wilson Jones 

Wolber Duplicator & Supply Co. 


Yawman & Erbe Mfg. Co. ....... 
Zip-O-Riter Products 








Most office administrators have sensed, if not actu- 
ally recognized a transformation in the channels through 
which office equipment and systems products have been reach- 
ing them in recent years. 


From the very beginning, the office equipment indus- 
try has marketed and serviced its products primarily through 
its own branch offices. Independent distributors and agents 
were in an overwhelming minority, their product lines being 
mostly staple supplies instead of specialty or systems 
equipment. The end of World War 2 brought the need for new 
and broader marketing methods, which should be welcomed by 
all users. 


These independent distributors of office systems have 
made impressive strides. Some interesting factors are in- 
volved. Despite growth and product concentration among the 


old line companies through mergers and acquisitions, never 
have so many excellent products and so many fine new com- 
panies entered the office field, especially in areas of 
office reproduction and data processing. 


With a few special exceptions, the cost of establish- 
ing and developing a direct selling and servicing organiza- 
tion has been found prohibitive. The emergence of the 
independent distributor, both from within and without the 
industry, has helped solve the marketing problem of many 
companies. 


The distributor has not only contributed to the dy- 
namically expanding sales of the industry, but has also made 
possible the establishment of a growing number of direct 
selling offices in major areas by companies which could not 
otherwise have done so. This trend has given the office 
executive a greater variety of the industry's products to 
choose from, with all the benefits competition for his dollar 
brings. 
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Easiest to operate! 


New Ditto. Offset 


Here's the offset duplicator that’s sized for the office .. . not 
the print shop 
big press features: 


that’s easy to operate! And look at all its 


Automated Control! Touch a button, everything happens! 
The machine starts, prints, counts, stops, cleans—all auto- 
matically! All you have to do is loadit .. . with water, ink, 
paper... set the counter, snap in the master, then flick the 
switch—it’s that easy! On most jobs saves 20% in time over 
manual methods. 


Changes jobs in a wink! New features let you change from 
one job to another in seconds. Simplified master clamps speed 
master changing. Vacuum drum requires master attachment 
at one edge only—-cuts master attaching time in half. Feed 


tray 1s self-regulating— quickly accommodates all weights and 


Ditto 


BRAND 
sizes of paper without “guesswork” adjusting 


Feeds and delivers at same end—permitting operators to 
watch both feeding and delivery. One-end, eve-level feeding 
and receiving improves quality, cuts waste and reduces oper- 
ator fatigue 


Versatile and fast! The new DITTO Brand Offset uses both 
paper and metal masters—takes any weight of paper from 
13-pound to card stock, any size from 3 x 5 inches to 12 x 14 
inches. Prints in black and white, or multi-color—halftones 
or line drawings—up to 8,000 impressions per hour. 


Find out more! Get the full story on this amazing new Offset 
Duplicator today. Find out how it can cut your office printing 
costs up to 40°, while it helps expand your communications 
system. Mail the coupon below! 


DITTO, INC.—6806 McCormick Rd.—Chicago 45, 111. 


I'm interested in the ease of operation of your new OFFSET 
DUPLICATOR. Without obligation, please 


Send complete information 
Name, Titie__._.__. —— a 
Company 


Address 


' 
' 
' 
' 
' 
' 
' 
‘ Arrange a demonstration 
' 
' 
' 
' 
' 
‘ 
‘ 
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This ad tells how 


new Royal Royfax™ 
saves you significant 
money over any 


ordinary copy machine 
yet costs no more 








To get right to the point, your copy solution 
lasts more than twice as long with the brand- 
new Royal® Royfax office copying machine 
and newer-yet Royal Photocopy paper. 
Result : Solution expenses slashed ...and the 
really astonishing part is, you get a copy-job 
so crisp and knife-edge clear with this new 
paper that you almost have to wonder 
whether it’s the original. Snow-white. Non- 
smearing. No curling, no_ stick-together, 
either. And extra-fast drying, too. 


The Roy fax is the unlimited copy machine. 
It overcomes the bothersome limitations of 


ordinary copiers. It copies everything, permanently, quickly, anywhere 
there’s an outlet. It even makes offset plates that give up to 20,000 copies. 
Before you buy a copier, contact your local Royal Representative for a 
demonstration. Note: Chances are your present equipment can use Royfax 
photocopy supplies. Ask him about that, too. 








That’s only the 
beginning. 

You also get up to 
$100.00 credit for your 
old machine when 
you buy a Royfax. 








—S_esSsaeeeeee 





Royfax, Royal McBee Corporation, 
Port Chester, N. Y. 


I would like to receive your new booklet .. 
“How to Stretch Your Office Dollar.” 
NAME 

TITLE 

COMPANY 

ADDRESS 

CITY ZONE___ 
STATE 
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